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INTRODUCTION
Sound practices in personnel administration bave become of
utmost importance in the operation of services offered in the
Commonwealth of Massachusetts. In order to ensure the re-
sponsibility of public servants to the people and to provide
security'' for employees of the people, a planned and systematic
personnel program is a necessity. The effectiveness of such a
program depends not only upon the laws which establish a civil
service system for government employees but also upon the
medium through which the system is to be effected.
The Commonwealth of Massachusetts recognized the need for
a merit system for state and municipal employees. The means
through which the terms of the civil service law of Massa-
chusetts are translated into a workable program is the Civil
Service Commission.
The purpose of this thesis is not to explore the background
which led to the adoption of the law: that has been done. Nor
is it to probe into the failings of the Civil Service Commission
which led to its reorganization in 1939. '^'^e are interested in
the civil service law in so far as it invests power in, and
delegates authority to, the present Division of Civil Service
for the establishjnent and operation of those duties and re-
sponsibilities which relate to a sound public personnel program.
But we are not concerned with all the parts which constitute a
personnel program for the civil service system in Massachusetts.

After establishing the le^al authority and the properties
of the Civil Service GoiMnis si on, we confine this thesis to one
of the most important aspects of maintaining a workable and
efficient personnel olan - the process of reclassification. It
is not necessary here to enlarge upon the meaning and uses of
reclassification. That subject has been ably treated by others.
Instead, we have taken their writings, which pertain to reclass-
ification, as a personal introduction to the general field of
governmental personnel administration. Progressing from this
point, we have launched out in an earnest effort to discover
on
what is the procedure that th^ Commission/^ 3ivil Service in
Massachusetts follows in framing reclassification plans for the
personnel which falls under its jurisdiction.
In an effort to eliminate generalities in this matter, we
have, therefore, conducted a personal Investigation of parti-
cular instances in which the process of reclassification may be
traced. We have concentrated upon an accumulation of facts
which pertain to this matter as far as such facts were and are
obtainable.
The ultimate purpose of this thesis is to present in a
tangible form a phase of the civil service system in Massa-
chusetts which, up to the present time, has claimed little
attention from writers but which has nonetheless exacted intense
controversy from the employee, the administrator, and the tax-
payer.
•

We would like to take this opportunity to thank publicly
those officials of the City of Camhridge, the Town of Norwood,
and of the Division of Unemployment Security who gave so freely
and generously of their time and resources and without whose
help the bulk of this thesis would have been non-existent.
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CHAPTER I
Facts Cpncernlng; the Civil Service
System of Massachusetts
The Massachusetts civil service system .was Inaugurated
Just one year after the Federal government and the State of New
York had established civil service systems. The system In
Massachusetts may be considered unique in some respects. V/lth
the exception to a certain extent of New Jersey, the civil
service commissions in all other States, as far as organized
at all, are established separately for the State, the counties
and municipalities, each division having its own Independent
commission.
On June 3, 1884, the 3-eneral Court of Massachusetts passed
the Massachusetts civil service law entitled, "An Act to im-
prove the Civil Service of the Commonwealth and the cities
thereof." The underlying principle of the merit system is
to secure competent people for public service. The Act of 1834
set up a civil service Commission of three members to be ap-
pointed by the governor, with the advice and consent of his
council, for a term of three, years. This Commission was made
responsible for the administration of the civil service law,
and was empowered to compose rules and regulations pertaining
to it. From the beginning, this Commission had Jurisdiction in
examination and certification of employees not only of the State
and county institutions and departments but also of the instltu-
1. Appendix A-I.
i
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tions and departments of all municipalities which adapted the
civil service law.
After reading the original civil service act of 1884
(Appendix A), we find a commission which was allowed wide dis-
cretion and within which organization there was no allocation
of specific duties to particular members of the Commission. To
"be sure there were the usual line bureaus, i.e., Application,
Examination, Certification, Payroll. Of the three members of
the commission, one was appointed Commissioner, and the other
two were known as Associate Commissioners.
The Commission was empowered to prepare rules for the pur-
pose of selecting persons to fill offices in the government of
the State and the municipalities, and for the selection of
persons to be employed as laborers in the State or municipal-
ities. In Section 14 of Chapter 320 of the C-eneral Laws, the
rules mentioned were further elaborated. As we are interested
particularly in classification, we find under this section that
rules may be made from time to time, for general or limited ap-
plication, "for the classification of the offices and employ-
ments to be filled." This section served as the basis of what-
ever classification was done until 1939.
The merit system was established in 1884, but it functioned
under the Civil Service Commission without any definite plan
to
whatever as^just what positions came under its jurisdiction to
be filled. In 1918, a classification plan was adopted. The
2. The Bureau of Classification was not organized until 1939
when, under C-eneral Laws, Chapter 238, Section 2A(b) , class-
ification of towns and cities was authorized.
>
rC
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work was undertaken by a private agency, 3-riffenhasen and
Associates, and in its completed form, it provided only for
state Dositions. Strictly speaking, the Civil Service Com-
mission was not concerned with this -olan except in so far as
the Commission held examinations and certified persons for the
positions in the State service as included in the 3-riffenhagen
Plan. On August 1, 1922, a plan of classification was included
under the Civil Service Laws which included both State and
municipal positions under its jurisdiction.
In 1927-1928, the Civil Service Commission began to re-
ceive unfavorable publicity. By 1929, members of the ^C-eneral
Court demanded that something be done about it. The result
was the appointment of a special committee by the G-eneral Court
to study the civil service laws, rule&, and regulations. After
a number of hearings were held throughout the State, this Com-
mittee made its report in 1930. The report is highly signifi-
cant, for from that time to the present. Civil Service has been
subjected to the closest scrutinj'' by various groups and organ-
izations. The Committee found that:
the chief reason for the widespread
criticism of and dissatisfaction with
the Commission does not come as a gen-
eral Droposition from the written rules
and regulations, but from those unwritten
rules and regulations promulgated and put
into effect by the Commission, and from
too exacting and too technical interpreta-^
tion and application of the written rules.
3. House Document No. 1001, p. 2.
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Not only was the Oooiinission as a whole found at fault, hut
especially the Oommissioner. The Goimnlttee concluded that the
rules as drawn up "by the OomT.ission and approved by the
Governor's Council gave wide discretion to the Cooiraissioner who
!iad clearly taken advantage of this power to the detriment of
the administration of the civil service law. When occasions had
presented themselves wherein this discretion should have "been
used in fairness and in justice to many citizens, the Commission-
er had chosen rather ''to follow the strict letter of the law
rather than the spirit." There is a note of humor in the report
- humor to us who read it now, but grim tyranny to that invest-
igating committee of fourteen years ago.
The Commission has apparently attempted
to discourage the bringing in of grievances
and claims, even to the extent of removing
the few wooden settees in the outer waiting
room, so that persons forced to wait a long
period of time for attention have been forced
to stand, without even the b^re accommodation
of a seat on a wooden bench.
In 1937, the crisis was reached. An investigation was made
and a Recess Commission established to study the case further.
The reoort was presented in 1939. The substance of the con-
clusion was that the Civil Service Commission had failed its
purpose. Among other criticisms, the Recess Comiiission found
that the Civil Service Commission had taken arbitrary action in
nany cases and had even gone as far as to change substantially
IT
3ome marks in examinations.-^ It was suggested that the Civil
4. House Document No. 1001, p. 3.
5. Ibid., No. 1722, p. 8.
1
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Service Commission "be reorganized in such a manner as to re-
lieve the Commissioners of all technical and administrative
matters thereby leavin.5 them free to devote all their energies
to the adoption of rules and the hearing and deciding of appeals,
The administration of Civil Service should he placed in the
hands of a director.
Consequentl37, on May 24, 1939» there , was passed and ap-
proved by the G-eneral Court the act which abolished the Com-
missioner and Associate Commissioners of Civil Service. By
this act there was established a department of civil service
and registration consisting of a division of civil service and
a division of registration. The division of civil service is
' under the supervision and control of a director of civil service
who is the executive and administrative head of the- division,
and a commission of five members known as the Civil Service
Commission. The Commission of five members is appointed by
the governor with the consent of his council, each for a term
of five years. The terms are so arranged that they overlap.
Not more than three of the commissioners may be of the same
political party. The director is selected to serve for a term
of five years either by appointment from the three highest
in a nation-wide competitive examination, or without examination
by a four-fifths vote of the Commission. In either case, the
man ap^oointed must have had experience in the field of personnel
administration.
6. This Act known as Statute 1939, c. 238 is included in the
3-eneral Laws, Chapter 13, Sections 2-6.
(I
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The duties of the Commission may be defined as follows:
1. To make investigations at its ov;n discretion or at the
written request of the governor
,
council, general court
director, aggrieved person, or "by ten registered voters :
2. To hear and decide all appeals from decisions of the
director;
3. To receive, review, and transmit the annual report of
the director to the governor;
4. To keep full minutes of its proceedings;
5. To make rules concerning:
(a) the establishment of civil service classes and grades
(b) the provision for open CDmpetitive and other examin-
ations to test the practical fitness of applicants;
(c) the selection of persons for public positions in
accordance with the results of 3U3h examinations or
in order of application (this latter pertains to
the labor service)
;
(d) promotion on the basis of merit in examination and
seniority of service;
(e) provision for a period of probation before appoint-
Qent is made permanent;
(f) preference to veterans in appointment and promotion
(g) preference to blind persons in state employment
where dictating machines are used;
(h) transfer within and between departments, and from
-one classification to another.
The duties of the director are:
1. To administer all laws, rules, and regulations relat-
ing to the enforcement of the civil service law;
2. To establish, with the approval of the commission,
classification plans for all cities and towns included
under civil service;
3. To determine and pass upon the qualifications of ap-
plicants; hold examinations to establish eligible
lists of persons for appointment to the classified
service of the state, and towns and cities subject to
the civil service law;
4. To establish standards of physical qualifications for
the several offices in the classified service;
5. To establish eligible lists and to certify the names
of persons eligible for public employment;
6. To keep complete and accurate records of all examina-
tions held, of all persons certified for appointment,
and of all temporary and provisional appointments made
in the classified service;
c
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7. To examine all pay-rolls, bills and accounts for pay-
ment of salaries of persons in the classified service;
I 8. To report on the tenth of each month to the comjiission
concernins the division activities during the preced-
ing month. To report on or "before the first of Decem-
ber of each year to the commission concerning the work
of the division.
Org:anization of the Division
The division of Civil Service consists of six bureaus which
7
are all under the direct control of the director;
1. Application 4. Payroll
2. Examination • 5« Correspondence
3. Certification 6. Classification
Each bureau is headed by a principal clerk with the exception
of the Classification Bureau. The present head of Classifica-
tion is Miss Richardson, a highly trained, experienced, and
competent worker with a professional rating.
Classification of the Service
The offices and positions to be filled under the Civil
Service system are divided into two branches; the labor service
and the official service. Both of these services are classified
Rule 32 of the Civil Service Rules provides that the labor
service shall be divided into three classes: (l) laborers,
(2) skilled laborers, (3) mechanics and craftsmen. The director
registers and certifies laborers in the service of the Metro-
^
politan District Commission and the City of Boston, and other
cities whose labor service is included under the Civil Service
Law. The last available annual report (1941) showed that there
were 15,265 employees in the labor service distributed as
7. Gf. Organizational Chart for the Division of Civil Service,
Chart No. 1, p. 8.
(
8COMMISSION
PAYROLL
APPLICATION
CORRESPONDENCI
CERTIFICATION
EMCCNATION
CLASSIFICATION
Orp;anizational Chart of the Division
,
of Civil Servioe
CHART NO. 1
II
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follows
:
Jurisdiction Veterans
Civilians
Male Female Total
Gojimonwealth 750^ 1521 189 2460^
Cities 3282 603A 2011 11927
Towns lAl 697 40 878
Totals 4173^ 8852 2240 15265
Note: numbers above figures indicate number of females in
that group. 3
Labor Service
Table 1
Applicants for the labor service are registered and ap-
pointed in the order in v;hich they apply, except that all
veterans go to the top of the* list, and after them, civilians.
However, a veteran can be passed over by an appointing officer
and the veteran does not have the preference accorded him in
the official service. Practical tests are usually required by
the director for positions in this service.
Rules 3 through 31 pertain to the official service. There
are thirty-five classes in this division of service including
such positions as Doliceman, fireman. Janitor, secretary, steno-
grapher, clerk, social worker, attendance officer, engineer,
electrician, physician, nurse, etc.. In 1941, there were 35,733
employees in the official service.
8. Annual Report of the Civil Service Commission, Year ending
November 30, 1941.
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Jurisdiction
Disabled
Veterans Veterans
Civilians
Male Female Total
Commonweal th
Gities
Towns
2922
14
1,166
6,525^2
586
3,271 4,118
12,622 4,008
2,672 222
8,7922^
23,447^^
3,494
Totals 543^ 8,277^^^ 18,565 3,348 33^^3^110
Note: numbers above figures indicate the number of females
included. q
Official Service^
Table 2
Certain requirements ^nd standards are set for each of
the positions in this service and a competitive examination is
held for applicants. The examination aiark is usually?' deter-
mined by a written test as well as by credits given for ex-
perience and training. In a few instances the mark is deter-
mined entirely by experience and training. Physical tests may
10
be required depending upon the nature of the position.
In 1941, chapter 498 of the Acts of 1939 was amended thus
providing that the Director of the Division of Civil Service
was to have the authority to establish civil service classes
and grades for all positions coming under his jurisdiction, -^-^
According to the latest available annual report of the
Civil Service Commission (1941), there are 39 cities and 107
towns that have adopted the civil service system. The maj-
ority of towns have placed only their Fire and Police depart-
ments under civil .service.
9. Annual Report of Civil Service Commission, Year ending
November 30, 1941. Unpublished.
10. This is true for the Police and Fire classes.
11. Cf. Appendix A-III.
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Year Commonwealth CJities Towns Totals
1941 11,252 35,374 4,372 50,998
1940 10,017 36,343 4,361 50,721
1939 10,282 35,482 4,062 49', 826
1938 10,432 35,705 3,844 50,001
1937 8,396 35,112 3,284 46,792
1936 7,242
6,810
34,421 3,037 44,700
1935 34,382 2,969 4^,161
1934 6,566 34,312 2,914 43,792
1933 6,350 33,932 2,260
2,207
42,542
1932 6,411 34,923 43,541
Ten Year Comparative Table of Civil
Service Employees
Table 3
12. Figures from Annual Report of Civil Service Commission,
1940, 1941.
I
CHAPTER II
The Procedure of Reclagslf Icatlon
of Glvll Service Employees
Reclassification procedure under the Division of C i vil Service -
Under Chapter 30, Section 2A, clause b, of the 3-eneral
Laws, the authority for establishing classification and sub-
sequent reclassification plans for all cities and towns under
Civil Service Is vested with the Director of Civil Service.
The Division of Civil Service then has the final povjer of
providing such plans and executing thera. However, due to the
lack of trained personnel for this technical undertaking and
because of the great pressure of other administrative duties
vested in the Division, it has become the practice of author-
izing committees in the municipalities to establish tentative
lists of ratings of employees. The procedure for reclassifica-
tion has been outlined by the Division to facilitate this work.
The steps in the procedure are summarized as follows:
1. The establishjnent of ratings according to the duties
and responsibilities of the position. When this is
done, the list or ratings will be referred to the
Civil Service Commission for approval.
2. The establishment by the committee on reclassification
of salary schedules for each rating, with a minimum
and maximum rate, with step-rate increases.
3. The allocation of the present incumbents to their
proper ratings. This will be done by the Director of
Civil Service submitting a list of the employees of
each department for review. Suggestions for changes
in ratings may then be made to the committee by the
head of the department, and if such changes are ap-
proved by the committee, request is sent to the Direc-
tor of Civil Service for his approval.
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4. Each employee will then be notified by the Director of
Civil Service of bis rating under the reclassification
If he is not satisfied, he may then appeal to the head
of the department, who, .if he is in favor of a change,
will take the matter up with the committee. If the
committee approves a change, it will then refer it to
the Director of Civil Service for his approval.
5. If the employee still desires to take the matter up
further, he may then appeal to the Director of Civil
Service and will be given an opportunity to be heard.
The Division of Civil Service urges the committeeB of re-
classification to use questionnaires to be filled in partially
by the employee and partially by supervisors and department
heads. The questionnaires should provide the opportunity of
showing what the duties of a position are, the time allotted
to ti^e duties, and the skills necessary to fulfil the duties,"''
When such questionnaires are used. Civil Service demands that
the section provided for the employee should be filled out by
him and him alone. If this is done, it serves as some measure
of assurance that the reclassification v;ill be more accurate
and, as a result, eliminate many appeals. There have been cases
when sets of questi Dnnaires have been disregarded by the
Director for the very reason that supervisors or department
heads completed the questionnaires without consultation with
the employees.^
It will be noticed that the second step of the reclassifi-
cation procedure mentions the establishment of salary schedules
to parallel the plan of positions. to be set up by the committee.
The Division has no power or control over salary schedules ex-
1. Cf
. questionnaires in Appendix B-I-III-IV.
2. Interview with Mr. Ulysses J. Lupien, Director of Civil
Service, June 9, 1944.
f\
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cept in public welfare departments. The Division asks for
the salary plan in order that it may serve as a guide in the
future for legal promotions.
The aims of reclassification are many and pages could be
devoted to their discussion alone. But as we are not concernec.
solely with the aims, we will list those aims which the
former Director of the Division labels as the foremost goals
to be achieved by reclassification in Massachusetts. They
are
:
1. To establish duties and responsibilities for each
separate position;
2. To eliminate unnecessary titles which can be grouped
together under one head;
3. To establish suitable lines of promotion;
4. To create interchangeability of employees within the
same classification.
5. To provide efficient operation and a maximum amount of
employment for the employees.
5
In line with the above pronouncement, the Division of
Civil Service time and again stresses the guiding principle
for all municipal reclassification committees: reclassify all
present incumbents of positions so that they will be perform-
ing the duties for which they were originally certified and
that seniority rights will be protected.
Tools and Techniques
The techniques which the Division of Civil Service uses
for reclassification are of utmost importance. The plan must
be based upon facts about the positions themselves, and the
facts about the service wherein these positions obtain their
J. "Position Classification in Massachusetts" by Ulysses J.
- LuDien. Talk given at the Annual Conference on Current
G-overnmental Problems held at Amherst, Mass., October 31-
No^ember 1,' 1941.
* Ulysses J. Lupien.
i
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reason for existing. The Division has found that there is no
set of tools which can be relied upon exclusively in each re-
classification. It depends upon the municipality and the
extent to which the municipality keeps meanin^^ful records.
Consequently, v/e present a set of tools which can "be found
applied to any case and which can be supplemented by others.
1. Budget documents or copies of payrolls. These will
show the numbers and kinds of positions in each de-
partment. This also aids in determinins the type and
number of questionnaires to be used.
2. i^ue stionnaires and their accompanying set of instruc-
tions. The questionnaire is basic, for it not only
provides accurate information but also provides for
the employee. the opportunity to think of his job
ob j ectively
.
3. Organization charts. , These are used more by the re-
classification committee than by the Division unless
there results a large number of appeals. In such a
case, the Division would refer to the organization
charts as one means of explaining the difficulty. The
charts are used much more extensively in the reclass-
ification of large departments such as the DeDartment
of Public Welfare of the City of Boston.
4. Glass and job specifications. This tool develops in-
to a technique whereby the reclassification is not
only made intelligible but also practical for future
administration. The Division has adopted general
class specifications which cover all positions which
may be legally allocated to the classes. Originally,
class specifications, and more particularly job
specifications, were drawn up with each city or town
in which the reclassification was taking place. Using
this experience plus the use of job specifications
drawn up by tl^e Gommission^Administration and Finance
Civil Service now has composed an almost stereotyped
list which can '^e adopted with minor changes by the
municipalities.^
We have now presented the method whereby reclassification
is effected by the Division of Civil Service and the tools
and techniques incidental to it. But this is used only for
4. Gf. Appendix 3-1.
5. Interview with Ulysses J. Lupien, Director of Civil
Service Division, Kay 29, 1944.

1)
1
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reclassification of employees of the towns and cities under
the civil service system. There are other positions with
which the Division of Civil Service is concerned for purposes
of recruitment, examination, and promotion, but these positions
are not reclassified "by the Division.
The positions mentioned are those which fall under the
State service. Another division of the State is concerned
with these. Because of this complication, it is now necessary
to consider this division and its procedure for reclassifica-
tion of State employees.
Reclassification Drocedure under the Commission on Administra-
tion and Finance
According to Chapter 228 of the Acts of 1918 (Chapter 30,
sections 45 through 50 of the General Laws, 1932 Centennial
edition), the classification and reclassification of all ap-
pointive positions and offices in the government of the Common-
wealth shall rest with the Division on Personnel and Standard-
ization, subject to the approval of the governor and council.
This act was amended in 1922 by vesting all personnel functions
for the state service, except those of recruitment and examina-
tion, in the Commission on Administration and Finance within
which the Division of Personnel and Standardization acted as
the line agency in this function. The Cominission on
Administration and Finance served as an office of general
6. Of. Appendix B-V.
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management to the governor.
) The procedure of reclassification followed by the Division
is as follows:
1. (Questionnaires are sent to emplo^/ees of the department
being reclassified. 7 These are returned on a definite
date.
2. The questionnaires are looked over and a tentative lis'i
of positions or "pockets" is set up. At this point,
the Division attempts to group positions which have
similar duties, responsibilities, and skills. By this
grouping, the base is laid for classes and further
division for grades within the classes if necessary.
3. Allocate the present positions into the "pockets".
4. If, because of the material gained from the question-
naires, there is found the need for new classes, they
are now put in and the number of positions under them.
5. Final classes and grades are set up with the cor-
« responding Job specifications.
6. Consultation with department heads and supervisors of
the section being reclassified. (These latter plus
the Deputy of the Commission on Administration and
Finance form the preliminary appeal board)
7. A request is sent to the governor and his council for
so many new classes and grades and with their approval
the plan is effective.
8. The appeal stage. Appeals are fir^t heard by the
Deputy and Board mentioned in #7* Subsequent appeal
is to the >J"overnor.
The procedure followed by the Cominission on Administration
and Finance is substantially the same and does not differ
radically from that used by the Division of '-'ivil Service. It
does vary in the following respects:
1. The work of reclassification of a state depart:aent or
|
group of employees is customarily done by the Commission
I
on Administration and J^'inance, with the aid of the
" Division of Personnel and Standardization, itself;
whereas when the Division of '^ivil Service completes
the task of reclassification alone, it is the excep-
tion.
2. Final approval of the reclassification plan does not
rest with the Deputy of the Commission on Adminlstra-
7. Cf. Appendix B-VI.
»1
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tlon and ^"inance as in Glvil Service, "but with the governor
and his council.
ComDarison
As in the Division of "^ivil Ser^^ice, the Commission on
Administration and Finance uses the employee questionnaire as
the basis of the reclassification process, but the latter
Commission admits that therein lies one of their chief p'-oblems.
They find that the employees are prone to skim over the
necessary details or use too general terms which often sive
them greater or less duties than they actually do. For ex-
ample, a typist states that she prepares the budget. In
reality, she types the form or types in data collected and
prepared by another person. On the other hand, an employee
says he corrects papers using a code prepared for him. He
fails to include the vital fact that he must relate the code
to the answers. This duty requires more application of skill
than a mere mechanical adherence to a code. The "-"ommission on
Administration and Finance concludes that the employees do not
go beneath the surface and hence fail to realize the ramifica-
tions of their seemingly routine duties. The attempt to
sounteract this problem is met by constant stressing to the
Q
employee the need to read the instructions carefully. To re-
Iterate: as a result of such discrepancies, the Commission on
l^dmini strati on and finance has taken pains to enlarge upon the
Instructions accompanying questionnaires and have thus
8. Interview - Mr. Thomas J. 3-reehan, Deputy Director of the
,
Commission on Administration and Finance, April 28, 1944.
ct
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eliminated much duplication of work. More important is the
fact, arising more from the acknowledgement of the problem
just mentioned, that the number of appeals during the period
1927-1944 is small; not more than fifteen.
The Division of Civil Service
,
although it recognizes
the questionnaire as the core of the reclassification and
although it will cite examples when questionnaires were ig-
nored completely, 9 will not admit this to "be a problem. Yet
if this division undertook an active campaign to improve the
character of the information given on questionnaires, it would
go a long way in forestalling the large number of appeals
every year arising from reclassification alone.
This contrast does not intend to leave the impression
on
that the Commis'sionA Administration and Finance ia much more
clever in reclassification than the Division of Civil Service,
on
The Commission/^ Administration and Finance has had the ad-
vantage of competent administration in this matter since the
program was first initiated in I9I8. Reclassification by the
Division of Civil Service has been an active program only sine
1941. No matter how excellent the capabilities of the present
Director or his immediate successors are, they alone cannot
improve instantly the very complicated situation that was to
be found in that Division in 1939 when it was completely re-
organized. The obstacles which the Division has inherited
plus the distressing lack of trained personnel cannot be
9
9. This was true of the reclassification of the Public Wei-
fare Department of the City of Boston begun by the Divi-
sion of Civil Service in February, 1944. It has been im-
possible to obtain exact statistics concerning this re-
classification due chiefly to the dissatisfaction it
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emphasized too frequently. It explains to a considerable
degree not only this problem concernins questionnaires but
those which may be termed as the Division's public relations.
The reclassifications which have been completed or which
are under consideretion may be found in Table 8, Page 20a.
This is an official list compiled from the records of the
Commission of bivil Service. This list is not as complete as
we feel that it might be, for it fails to list the current re-
classification of the department of Public ^^elfare of the City
of •'^oston which was begun in February of 1944. ^^he table does
demonstrate what has been accomplished since the program of re-
classification was initiated in 1939 and v/hat may be expected
in the future premising those expectations upon the record of
the past plus the experience gained in the process.
produced. In an interview on June 9, 1944, Director Lupien
stated that not a few of the appeals resulted from the
employees' failure to fill out the questionnaires properly.
Some were answered by a blanket ^^tatement.
c
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Reclassifications - Completed
Serv^.ce ^ium]?er arfggted
Springfield (1939-1940)
Cambridge - all positions - 1,435
3-reat Bgrrington - plumbing inspector - 1
Pittsfield - all positions - 353
Custodian serving in following departments
:
Adams School 8
Arlington School 2?
Boston (Jr. Building Custodian) 178
Brockton School 34
Chicopee School 23
Dedham School 13
Everett School 37
Fall River Public Library 2
'j-loucester School 25
Haverhill 3-ale Office Building 1
Haverhill School 34
Kolyoke 36
Leominster 12
Lowell 69
Lynn 56
Maiden 23
Medford 32
Melrose 16
New Bedford 61
Nev;ton 53
North Adams I3
Northampton 12
Peabody 17
Salem 23
Somerville Public Building 78
Taunton School 34
v/althara School 25
V/atertown Public Library 4
Watertown School 23
Worcester School ' 92
Worcester Trade School for lirls 1
Reclassifications Under Consideration
Brookline Norwood Pittsfield V/atertown Worcester
Reclasslfication? - Division of 31vil Service
Table 8
10. The data contained in this table was compiled from the
records of the Civil "Service Commission, 1939-1944.
c
CHAPTER III
The Reclassification of the City of Cambrldp:e '
^ The reclassification of city employees under the civil
service system in the City of Gambridse grew out of a salary
adjustment ^lan. On February 21, 1938, Mayor John W. Lyons
appointed Joseph Glark, Thomas McNamara and ^Tumee. Ward as a
commission to draw up a minimum and maximum wage scale for the
city's employees. A new step-rate Increase system for all
salaried employees of the city was the subject of the study.
This commission submitted its first report to the mayor and
city council on March 1, 1938. In July of 1941 this salary
plan was approved by the council to be effective the following
July. The compensation plan preceded the reclassification plan
thus reversing the usual procedure.
On January 12, 19^2, an order was proposed by Councillor
Thomas McNamara for the appointment of three members of the
City Council "to investigate and report on adjustments of
salaries of city employees."'^ The councillors selected were:
Frances L, Sennott, Michael A. Sullivan, and Marcus Morton, Jr.
Shortly after this time, the City of Cambridge was notified by
the Director of the Division of Civil Service that Cambridge
was to be reclassified. The notice stated that the city could
If) do the reclassification through a special committee to set up
a list of tentative classes for positions to be approved by the
Director before adoption. Cambridge accepted the offer and the
1. Cf. Appendix C-I.
c€
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Committee on Salaries vas made the Committee on Reclassifica-
tion.
2
The City Council order of February 9, 19-^2, enlarged the
original three -man committee "by the addition of the City Mana-
ger, Mr. Atkinson, and, due to the insistence of the employees'
organizations for representation, James Barry of the Municipal
Employees Association and Anders Anderson of the Cambridge
City Employees Mutual Benefit Association were named to the com'-
mittee. Before the reclassification plan was completed, again
due to the pressure exerted "by the employees' organizations, th<i
committee was enlarged to a membership of fifteen; the original
three city councillors, the city manager, the two employees'
assaciations ' representatives plus three members of each of the
following groups: Institutional employees, labor group, the
"white collar" or official service. The results of this action
will be noted later.
In the City of Cambridge there were twenty-eight depart-
ments to be reclassified in accordance with Civil Service rules
and regulations. The following table shows how many permanent
employees have civi"' service status within each department and
hence affected by the reclassification plan in one way or an-
other.
1
2. Gf. Appendix G-II.
3. Frank Nolan replaced Ander Anderson when the latter left to
join the armed services.
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DeDartment
Number of
Employees Affected
Clerk of Committees
Executive Department
Audi tins
Assessors
License Commission
City Clerk
Engineering
Inspe^'tor of Buildings
Electrical
Sealer of V/eights and Measures
Health (3-eneral)
(a) Cambridge Sanatarium
(b) School Dentists
Sewer
1
1
6
7
3
7
10
7
25
4
40
35
18
52
350
107
37
22
3
1
6
60
52
1
1
1
5
121
6^
Street
Municipal Hospital
Public Welfare
City Infirmary
Soldiers' Benefits
Municipal Pension
Library
Park Ijepartment
Cemetery
Board of Appeal
Employment
(a) Retirement Board
Purchasing
Water
School
* Teachers not included.
Departments Affected by Reclassification
(City of Cambridge)
Table 4
There was a total of 913 employees reclassified; the number
ii
of positions exceeds this due to the dual-classification of somp
employees, particularly in the Labor Service. This dual-classi-
fication was a definite result of reclassification. The actual
number of positions seems close to 1200. The Police, Fire
,
and^
4. Figures compiled from Annual Budget of the City of Cambridge
for January 1, 1944 - December 31, 1944.
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School Departments were not included "but they did receive the
benefit of the salary adjustment plan.
With the task of reclassifying; 1200 positions, the Reclass
ification Committee set about its work in 19^2. It took one
and one-half years to complete the reclassification. In that
time about ninety meetings were held at the rate of two or
three a week. The cost of reclassification was about §1,000,
5
certainly not more and undoubtedly below that figure. The Ex-
penses incurred were for stenographic help, and materials such
as paper, printing, etc.
.
On June 9, 19^2, the questionnaires were submitted to the
employees. The questionnaire made out by the Oity Manager
in conjunction with the Oommittee is divided into three sections :
Section 1. To be filled in by the emolovee.
Section 2. To be filled in by the iimnediate supervisor.
Section 3. To be filled in by the department head.
At this time also, the purposes and aims of the reclassi-
fication were made known to the employees. With the completed
questionnaires, copies of payrolls, lists of employees, laws
concerning personnel, civil service laws, and descriptions of
the functions of the various departments, the Committee began
the actual work of reclassification. This work was accomplishec
in the Committee meetings. An informal procedure was followed
as this was found to be more satisfactory especially when
various city employees were present for questioning concerning
5. Interview - Thomas McNamara, June 2, 1944.
6. Of. Appendix C-IV.
rc
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their duties. A more free expression of opinion was obtained
procedure
whereas the parliamentary^produces an unfortunate psychological
7
effect and stifles a liberal exchange of ideas.
In the procedure thus far may be found definite steps:
1. The basic material was collected. Payrolls, lists of
employees, and the salary plan were brought together.
2. Detailed questionnaires were distributed to the em-
ployees and the results reviewed.
The next step taken is a combination of several. A tem-
porary list of ratings was drawn up by the Committee and at the
occasion of these ratings, discussion was held involving the
testimony of the employee being rated. In other words, the em-
ployee in some cases knew what his temporary rating was, having
received the information through the employee representatives
or because the employee had been called by the Committee to
present additional facts which were not included in the
questionnaire. At all times, the employee was given every
benefit possible by the Committee in considering the reclass-
ification of the position.
G-rowing out of this last step, there resulted, at this
time, meetings between the Reclassification Committee and the
Director of Civil Service and the Secretary to the Civil Servic(
Commission. Ey such means, difficulties were resolved; dif-
ficulties which always arise at this point of reclassification
due to the varying needs of cities and towns which do not
strictly conform to the Civil Service list of classes and es-
7. Interview - Thomas McNamara, June 2, 194A.
0
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pecially titles of the positions. The ratinss as drawn up by
the Gomraittee were submitted to the Director of Civil Service
who allocated the present incumbents to their positions in
their proper class and grade. The opportunity for preliminary
appeals to the Committee was then r-^iven. The committee" con-
sulted department heads, heard their appeals, and submitted
suggestions for changes in the allocation of positions to the
Director.
As far as the Gomraittee is concerned, the reclassification
of positions is completed. In June of 19A3, each employee re-
o
ceived a letter, ° from the City Manager, informing him of his
new rating and his salary adjustment. The Civil Service Com-
mission considers the reclassification' of Cambridge as unfin-
ished. Strictly speaking, this is so. The reclassification
and allocation of incumbents has become effective, but there
are still pending the appeals of individual employees. In this
respect, the Committee is involved , for it is the Committee
which is the proper channel through which the appeal is re-
ferred to the Director for approval or dismissal.
A-pgraisal of the procedure
Although questionnaires were used by the Committee as a
tool of reclassification as a means of establishing classes and
writing job specifications, it is apparent from the records
of the Committee that in forming the reclassification plan, no
8. Cf. Appendix C-V.
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over-all picture of the entire organization was attempted or
even considered. Each department was taken separately. This
is not to be entirely discredited. However, at no time do we
find a comparison between departments as to the number of
positions allocated to the various grades and classes. It is
true that the goals of each department are different but some
of the functions are common to all. There are stenographic
and clerical duties in all departments whether it be the Stree
or the Health Department; books must be kept, typing must be
done no matter what the end goal of the department is. Yet
we find no conscious effort upon the part of the Committee as
to comparable duties for such duties in the manner of job
specifications or the number of classes needed for such posi-
tions running through all departments. This lack and absence
of an important phase of a reclassification plan is distressin;^;
The reason for this brings us to another discrepancy found in
the procedure.
We mentioned before that the questionnaires were filled
out by the employees. The purpose of the questionnaire is to
obtain as accurate information as possible concerning the
duties attached to the position, its skills and responsibili-
ties. In Cambridge, the questionnaires were used as a tool
for obtaining information. Fowever, the tentative allocation
of positions by the Committee seems to have been based not
upon the proper weighing of experience, quality of service,
r
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duties and responsibilities involved, but upon the capabilities
of the person then filling the position. Time and again the
name of the incumbent and his personal attributes were used and
not the objective approach of what the duties of the position
were. and the qualifications necessary for a competent accom-
o
plishment of the duties.'"'
The existence of this unorthodox procedure in the rating
of positions cannot be blamed entirely upon the Committee.
First of all, it must be remembered that the original Committee
consisted of three City Councillors. This was the basic mis-
take. It is true that they know much concerning the workings
of the city. On the other hand, they are not completely un-
biased. Secondly, due to pressure exerted by the city employee^
themselves, two citv employees were appointed to the Committee.
This addition in membership was activated by the desire of self
protection. But this insecurity should nob have been experienced
if the idea of reclassification had been impressed upon the
employees. Again from the records of the Committee meetings,
we found that the ratings of positions as to classes and grades
was motivated in a large degree by the salary plan which had
been set up in reference to the positions as they had existed.
The original Committee was not guilty of this, but with the
appointment of employee representatives the primary issues of
reclassification were complicated and clouded.
9. Minutes of Meetings of the Salary and Reclassification Com-
mittee, Inarch 16, 1942-Octobsr S, 1942.
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The fact remained that a reclassification plan of posi-
tions had to be drawn up. The closer it conformed to civil
service rules the better it was for the City; otherwise, the
Division of Civil Service would step in and do it. It was
far better from both viewpoints that the City do it. And the
reclassification plan was drawn up by the City and later ap-
proved by the Director of Civil Service. However, we wish
to emphasize the point that the work of the Committee was
made more difficult by the addition of partisan members who
were interested principally in their fellow departmental
workers. Without casting aspersions upon the integrity and
intelligence of these men, they could not be expected to poss-
ess the knowledge necessarv to contribute much to a reclass-
ification of all city departments. They knew the incumbents
of positions; they did not know the duties and responsibili tie
of the positions. If this situation was not serious enough,
it was made critical by the later appointinent of nine more
representatives from various city departments.
Fortunately the bulk of the work had been accomplished
and these nine served as a board to present suggestions for
changes in ratings. As this was their chief function, we
maintain that the Committee was not aided by them, for through-
out the work of the Committee ample provision had been made
for appeals by employees from their temporary ratings to the
Committee itself.
€
CHAPTER IV
The Reclassification of the Town of Norwood
In 1940, all municipal employees except teachers and
heads of departments of the governsTient of the Town of Norwood
came under the Jurisdiction of the Division of Civil Service.
Two hundred and forty-nine positions are now classified under
Civil Service rules. Civil Service was not entirely new to
Norwood, for, prior to 1940, the Fire and Police departments
had been suhject to it. The following table shows the number
and size of each department conaidered in the present reclass-
ification of Norwood.
Number of Number of Employees
Department Employees in Civil Service
Town Clerk and Accountant 11 10
C-eneral Manager 12 11
Treasurer and Collector 5
Health 10 10
Welfare 11 11
Police 20 20
Fire 20 19
Schools 129
0
20
Library 1
Cemete^'y 6 5
Ration Board 1 1
Playgrounds 1 1
Light 15 14
Assessors 2 1
Public Works 57 57
Building 3 3
Total 309 184
Town of Norwood
fable 5
rC
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At the time that Norwood voted its ernploj/ees to be In-
cluded in the civil service system, the Division of Civil
Service classified the town employees as they were: i.e., the
status of the municipal employees was left untouched to be
brought in closer line with civil service rules in a reclass-
ification.
On December 2, 1942, the Director of Civil Service notifi
the j-eneral .lylanager of Norwood that a reclassification of its
civil service employees was to be undertaken, with the ex-
ception of the Public Welfare Department."^ Nothing was done,
however, and on February 26, 19^3, the j-eneral Manager re-
ceived a second notice from the Director who threatened re-
classification by the Civil Service without a town committee.
The fDll owing month, March 11, 19^3, action was renewed by
Civil Service by letter, and a copy of the reclassification
procedure to be followed '^as included. Norwood held off as
long as possible. The reason for this delayed action was due
tD the Town's reluctance to be reclassified. Norwood had been
voted into Civil Service by two hundred and fifty votes when
the question was put to test on account of agitation by the
2labor service who sought protection.
Between February, when the first reminder was sent by the
Director of Civil Service, and April 14, 1943, when the Town
Committee for Reclassification was finally appointed, the town
officials had been concerned with testing the legality of the
id
1. Appendix D-I.
2. Interview - Mr. Francis N. Smith, j-eneral Manager, June 8,
1944.
I
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Director's right and authority to reclassify. They also
believed that the Committee should be authorized by the Board
of Selectmen and not by the Director of Civil Service. The
Town Counsel felt that the Director's authority both to re-
classify and to authorize appointment of a reclassification
2
committee would be upheld inits legality by the courts.
Therefore, Norwood accepted what it believed to be the
lesser of two evils and, on April lA, 19'^3> the G-eneral
Manager appointed the Reclassification Committee which was
composed as follows:
Harry 5. Butters - representative of the Board of Select-
men.
Harry F. Howard - Personnel man at Bird & Co. (Norwood)
Lincoln D. Lynch - Superintendent of Schools.
Paul D'Espinosa - representative of the civil service
employees
.
John Peebles - Personnel manager at Winslow Brothers
& Smith (Norwood).
Francis N. Smith - G-eneral Manager.
The presence of the superintendent of schools on this
committee had been suggested by the Director. Meetings were
scheduled for Wednesday of each week. Meetings were held
regularly at the appointed time and were well attended. It
^vras the duty of the Committee to set up a list of ratings for
the employees taking into consideration the schedule of tenta-
tive classes drawn up by the Director of Civil Service. The
Committee did this by the use of pay-roll lists, employee
lists, definitions of the functions of the various departments
and by consultation with the department heads. Other than the
2. Interview - Mr. Francis N. Smith, '3-eneral Manager, June 8,
1944.
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routine difficulties which are encountered in workinj out the
details of new ratings, no real problenis were encountered.
This is due partly to the calibre of the men on the Committee
and partly to the size of the departments themselves. It will
"be noticed that four members of the Committee are of as non-
partisan character as could be possible - the 3-eneral Manager,
the Superintendent of Schools, and two trained personnel men.
A more practical committee would be difficult to find for the
purpose of reclassification, especially since the committee
is unpaid.
From time to time, meetings were held with the Director
of Civil Service and the Secretary of the Civil Service Com-
mission while work was in progress. The tentative list of
revised ratings was finished and submitted on November 29,
I9A3. This was not yet final. It was not until March of
1944 that the Division of Civil Service approved the list of
ratings. The list of ratings as it stands supposedly takes
into consideration changes suggested by the Committee in order
for the ratings to conform with the needs of the Town and with
civil service rules.
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Official Service
Rating Title
Class 1 Superintendents
Cla Assistant superintendent of public works
C25 V/elfare agent
C39 Public health director
Class 3 Clerks
C5I Junior clerk
C52 Senior clerk
C53 Principal clerk
C54 Junior clerk and typist
C55 Senior clerk and typist
C56 Principal clerk and typist
Class 4 Accountants
C70 Junior accountant
C7I Senior accountant
C79 Town clerk and accountant
C79a Assistant town clerk
Class 6 Sealers
C80 Sealer of weights and measures
Class 7 Social workers
G90 Social worker
0100 Soldiers' relief investigator
Class 8 Agents
CIO7 Health
Class 9 Stenographers
Clio Junior clerk and stenographer
cm Senior clerk and stenographer
C112 Principal clerk and stenographer
CII3 Telephone operator
C114 Bookkeeping machine operator
Class 11 Inspectors
C120 V/ater inspector and meter reader
C120a Electric meter reader
C122 Milk inspector
CI28 Inspector of plumbing
CI30 Inspector of wires
3130a Deputy inspector of wires
CI3I Building inspector
GI3I Deputy building inspector
CI37 Inspector of slaughtering
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Official Service contin.
Rating Title
Class 12 Instructors
G140 Play leader
G140k Tennis instructor
G145 Playground Supervisor
Glass 15 Police
C157 Sergeant
C162 Patrolman
G 163 Permanent intermittent patrolman
Glass 19 Supervisors of attendance
GI75 Supervisor of attendance
Glass 21 Firemen
G181 Deputy chief
GI83 Captain
GT87 fireman
CI93 call fireman
G193b call lieutenant
Glass 22 Foreman
G^02 Eighway I oreman
C204 Sewer foreman
C2O6 Water foreman
G224 Park foreman
G224'b Supervising tree surgeon
G229c Foreman lineman
Class 24 Janitors
G23G Janitress
G23I junior building custodian
G232 Senior building custodian
G233 Supervisors of custodians
Glass 26 Steam firemen and engineers
G240 Second class steam fireman
G241 First class steam fireman
G242 Third class stationary engineer
G243 Second class stationary engineer
G244 First class stationary engineer
Glass 27 Civil engineers
C256 Assistant civil engineer - G-rade 4G265 Junior civil engineer - 'Ixrade 3G268 Senior engineering aid - Irade 3
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Official Service contin.
Ratin':;
Class 27 contin.
Title
C270 Junior en,3ineerin3 air - 3-rade 1
Class 29 Electricians
C281 Chief electric station operator
C28la Electric station operator
C283 Fire alarm and police signal maintenance Jiar
Class 32 Physicians and Dentists
C29I Physician
G292 Dentist
C295 Dental assistant
Class 35 Nurses
C32O Public health nurse
G320a Assistant public health nurse
Labor Service
Ratin- Title
Class 1
C33I
C337
Laborers
laborer : cafeteria worker and helper
cement mixer
outside watchjnan
yard attendant
semi-skilled
asphalt worker
cement finisher
granolithic repairer
mason's tender
yardman »»
Class 2
C340
C344
curb setter, edge-)
working foreman,
Skilled laborers
Skilled blaster, caulker,
stone setter, pipe layer,
maintenance man
Motor equipment operator- G-rade 1 (Chauffer,
tractor operator, bulldozer, air 3ompresser,
jack hammer, catch basin machine, motor boa^
operators
)
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Labor Service contin.
Class 2 contin.
G345 Motor equipment operator - G-rade 2 (Motor
sweeper, gas and steam roller, snow loader
operators)
G346 Motor equipment operator - 3-rade 3 (G-as and
steam shovellor, hoisting and portable en-
gineer and crane operators)
C35A tree climber
G415 lifeguard
Class 3 Mechanics and craftsmen
3369 Meter repairer and installer
C371 Carpenter
C374 Motor equiment repairman
G376 Mason
C3777 Painter
C378 Plumber
C383 Blacksmith, wheelwright, welder
C39I Lineman and cable man
C4l6 j-eneral naintenance man.
Tentative Ratings - Town of Norwood
Table 6
c
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This is as far as NorwDod has gone in reclassification.
One quarter of the work is done, i.e., listing of ratings.
There yet reaiains the setting of a minimum and maximum salary
and wage scale, the allocation of incumbents to the new ratings,
and the notification to employees of their new ratings with
the possible result of appeals to the Director of Civil Ser-
vice.
At the present time (1944), the Gomjiitteee is functioning
the
actively on^ drawing up of Job specifications for various
positions. The method being used is a simple one. Job
specifications, which have been written by the Division of
Civil Service, are sent to the appropriate department heads.
On these same sheets the department head eliminates that which
is not done in a specific position in his department and adds
that which is."^ This is done keeping in mind the class title
and grade of the position.' This is important for in each
municipality, as in Norwood, dual classification is and must
be used due to the amount of work being done and the financial
status of the town. In other words, each class and grade
provided for by civil service rules cannot and nned not be
. used by >Jorwood - the extent of work precludes such a large
public service. The letter sent to department heads explain-
ing the purpose of this task will be found in Appendix D-III.
3. Cf. Appendix D-II
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The work done so far on reclassification in Norwood
has been of a high grade. The Gonmittee has set up the
standard of objective thinkin5 and planning and so far as
can be ascertained it has fulfilled this goal. If this ob-
jectivity can be maintained in the face of appeals of its
municipal employees to the Division of Civil Service at the
time that the Division allocates present incumbents to their
new ratings remains t6 be seen. The groundwork for an ef-
ficient conclusion has been laid. No more professional at-
titude could be found in a municipal reclassification com-
mittee unless the work were to be undertaken by one of the
professional organizations.
c
CHAPTER V
The Reclassification of the Division
of Unemployment Compensation
A special act of the legislature, Chapter 51? of the Gen-
eral Acts of 1941} provided for a reclassification of positions
in the Division of Unemployment Compensation of the Department
of Labor and IndtUstries. As the Division of Unemployment Com-
pensation is the assent of the State in the administration of a
state -wide policy, the proper authority to reclassify was right
Ij lodged with the director of personnel and standardization
on
within the Commission /\ Administration and Finance.
There were two major reasons why this Division should be
reclassified.
1. During the critical t
upheaval of 1-29 and
Compensation had been
agencies of this type
need had passed, time
quality of work being
ifications of the emp
Division was found to
action '.vas taken.
Imes which followed the economic
1932, the Division of Unemployment!
organized quickly as had so many
Consequently, when the days of
was found to investigate the
done by the agency and -the qual-
loyees. The condition of the
be so appalling that Immediate
2. This second reason explains to some extc--'t why the
'j-eneral Court found it necessary to legislate a specia
act concerning the above agency. The work of the
agency is not only state-wide in scope but is also part
of a, national program. The Federal 3-overnment offered
subsidies to defray the expenses of the program provided
the state accepting the funds conformed with Federal
standards concerning employees. Since a number of
years had elapsed since the State first adopted the
program and set it in motion partially aided by federal
funds, the conditions mentioned in #1 had grown steadily
worse. This plus a check-up by the Federal 3-overnment
demanded immediate rectification and conformation to
original standards concerning personnel. Thus the act
1. Appendix E-I.
€
11
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of 1941 which made the move for reclassification
a striking one.^
The reclassification began immediately upon the approval
of the legislative act of July 24, 1941, under the nominal
supervision of the Oom.nission on Administration and ''inance. Ir
reality, it began as an intra-divisional reorganization by a
Com-!:ittee made up of the Division's (Unemployment Compensation)
administrators, which included Messrs. Molinari, Pegnam, 3av-
anaugh, and McGormack. This Committee drew up the Job specifi-
cations , "^based upon those of the Commission of Administration
and ^ inane e« They also drew up the nev; organizational chart
for the Division.
No special questionnaire was sent to the employees for this
reclassification as at definite times questionnaires are used as
a matter of course in office management* Bureau heads and
supervisors rather v;ere consulted. Each bureau was first con-
sidered separately and at this junction the employees were
given a chance to appeal to their bureau chief where usually
the difficulty was resolved to the satisfaction of both parties.
A further appeal from this decision to the full board on
reclassification was provided before the ratings were sub-
mitted to the Commission on Administration and Finance.^ In
establishing the ratings of the employees, the Committee bosed
the results on duties being done in relation to the responsibill
ties and qualifications of the position. The names of present
1
2. Interview - Messrs. Molinari and Cavanaugh, June 6, 1944.
3. Appendix E-II,
4. The full appeal board consisted of the 3ommittee on Reclass-
ification and 3C department heads and supervisors.
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incumbents of positions were eliminated and the positions re-
ferred to "by the code number. All promotions were based on the
complexity of the duties beins d^ne at that time.
The next atep was to obtain coordination among the various
5bureaus, about ten in number. The greatest problem was en-
countered here. The basis of the difficulty rested in the at-
titude of the administrators themselves. Quite naturally, qjost
of them felt^ that the employees in their bureaus were out-
standing in qualifications and quality of service given and hencj
wished to have as many of them as possible reclassified upward.
This situation called not only for tact but for much discussion
J
and exhibition on the part of the committee, by use of organiza-
tional charts, that if the bureau heads* wishes were to be
effective, the whole organization would be top heavy in the higlj
est classes without sufficient gradations between the grades ir,
those classes. The nuances in duties and res pons lb l^-i ties woulq
be insufficient to warrant such a set-up. The Committee was
successful in maintaining its point so that the organizational
chart shows that the number of classes, grades, and positions
in them are about equal in a horizontal comparison running throu||gh
all bureaus.^
The plan thus completed by the committee was then submitted
to the Commission on Administration and Finance for approval and
adoption. The latter Commission also established the minimum an||d
maximum salary scale with step-rate increases plus a temporary
5. 268 positions were reclassified in the Division of Unemploy-
ment Compensation, now known as Division of -i^nplo^/ment
Security.
6. Interview - Mr. Molinarl, June 9, 1944.
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readjustment to meet the increased cost of living due to the
war. Numerous conferences took place between the Com:i.ittee and
Mr. Doyle of the Division of Personnel and Standardization. The
plan was approved with few changes, and was put into effect in
June of 1942. The Gomraission on Administration and Finance then
transmitted the list of new ratings to the Division of ^ivil
Service which held qualifying examinations for the incumbents
of those positions which had been reclassified and which in-
volved promotion in grade, class, and salary. A number of the
positions reclassified involved the changing of titles only with
no change in duties and no increase in compensation. No
examinations were necessary for these.
The War Manpower Coimnission was one of the sections of the
United States Employment -Security which was reclassified at that
time. The same procedure was used for this reclassification ex-
cept that Federal standards played a prominent role. The follow-
ing table illustrates the result of reclassification in this sectyion.
r
Number of
Positions Former Classification New Classification
4 Junior Clerk, Junior Clerk- Senior Clerk
Typist, Junior Clerk Steno-
grapher
1 Senior Registrar Assistant Supervisor
of training
4 Junior Clerk-Stenographer Senior Clerk-Stenographe
1 Senior Registrar Assistant Supervisor
of Information
7. On the State level. The W.M.C. includes certain activities
in unemployment security on the state level and is thus in-
cluded here.

Number of
Positions
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Former 31as3if icati on New Classification
2.
1
1
1
1.
1
1
1
3
1
Principal Statistical Clerk
Assistant Unemployment
Compensation Employment
Security Supervisor
Junior Accountant
Senior Clerk-Stenogra.pher
Senior Registrar
Senior Clerk
Senior Analyst
Assistant Supervisor of
Analysts
Principal Clerk
Senior Employment Clerk
Senior Bookkeeper
Senior Statistical
Machine Operator
Assistant Supervisor of
Research and Statistics
Chief Supervisor of
Information
Assistant Chief Admini-
strative Clerk
Principal Clerk
Principal Clerk
Supervisor of Training
Supervisor of Research
and Statistics
Chief Supervisor of
Training
Assistant Supervisor of
Fiscal Management
Head Clerk
Principal Clerk
Principal Statistical
Clerk
Senior Employment itegistrar Employment Office Manage
Supervisor of Fiscal
Management
Employment Service
Supervisor
Supervisor of Research
and Statistics
Assistant U.C.&E.3.
Supervisor
Chief Supervisor of
Fiscal Management
Chief Employment Service
Supervisor, D.E.S.
Chief Supervisor of Re-
search i Statistics, DES
Employment Service Sup-
ervisor, D. E. S.

Total
Number of
Positions
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Former Glassification New Classification
29
12
102
152
176
Employment Service
District 'Superintendent
Junior Clerk
Junior Glerk-Typist
Employment Office
Manager
Superintendent of Claims
Junior Employment
Registrar
Senior Clerk
Examiner of Claims
Senior Employment
Registrar
Superintendent, D.E.3.
Senior Clerk-Inter-
viewer
Senior Clerk-Inter-
viewer
Employment Office
Manager
Employment Office
Manager
Senior Clerk-Inter-
viewer
Senior Clerk-Inter-
viewer
Principal Interviewer
Principal Interviewer
515
Reclassification of War Manpower Commission
June 1, I9A3
Table 7
Of the above number, four Supervisors' titles were changed
to Chief Supervisor under the reclassification with no change
in either duties of the position or in salary range of §3480-
14200.
Two Supervisors, title - Assistant Supervisor of Employ-
ment Service and Unemployment Compensation, had their titles
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changecL to Employment Service Supervisor (Division of Employ-
ment Security), with no chanse in duties or salary range of
I29AO-I3A8O.
Five Emplovment Service District Superintendents now have
the title of Employment Service Superintendents with no change
in duties or salary range of <if2940-f5480.
Probably the most obvious deduction made from Table 7 is
the flexibility of the reclassification plan. We find posi-
tions change from one branch of the Division to another branch,
This ability to interchange reflects the inherent stability of
the plan itself which thus provides a maximum of efficient
service in the course of changing needs. This flexibility of^
interchangeability of positions within classes is a goal toward
which the Division of Civil Service is striving and which has
on
already been achieved by the Commission Administration and
Finance.
on
The procedure and techniques used by the Commission^ Ad-
ministration and Finance as seen in this reclassification plan
seems quite different from that used in the reclassification
of Norwood and Cambridge by the Division of Civil Service.
But this only seems so, for the steps of the procedure are not
as clear-cut in this instance as those in the previous re-
classifications. It must also be taken into consideration
on
that reclassification techniques under the CommissionA-^^^^^"
stration and Finance have, through experience, attained a
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hlz^-er decree of perfection both in performance and effect than
is evidenced in the reclassifications under the Division of Civiil
Service which ma.]* be considered to be in the novice stage.
Even rnore important than the factor of experience is the
fact that the men involved in reclassification in such cases
as the Division of Unemployment Compensation who possess the
valuable background experience in personnel positions as ad-
ministrators in the public service. This was not true in the
case of the men who reclassified the City of Jambridge. On the
other hand, the employees in Cambridge and Norwood are divided
into two distinct groups: the Labor Service and the Official
Service. In the Division of UnemplojTiient Jompensation, the
employees were of one group - the Official Service. This latter
fact lessens the difficulties involved in reclassification con-
siderably.
t
CONCLUSION
Basic Difficulties and Obstacles
In the foregoing study of reclassification and its relation
to the various branches of the State government, the problem
of the thesis was stated as pertaining to the process involved
in reclassification of civil service employees under the Divi-
sion of Civil Service -)f .Massachusetts. With the purpose of
more definitely illustrating this process, studies of reclass-
ifications of the City of Cambridge and the Tov.'n of tlorwood
have been introduced. Primarily, the procedure of reclasslf ica-j
tion as devised by the Division of Civil Service through the
executive and administrative office of the Director has been
considered as the official and approved method and its conse-
quent ramifications in the municipalities. The process of re-
on
classification followed by the Commission/^ Ad^ninlstration and
Finance and its role in the rdclassif ication of the Division of
Unemployment Compensation has been instituted for a dual purpose
1. to show wherein, it differs from that procedure of the
Division of Civil Service; and
2. to indicate wherein the Division of Civil Service may
improve its process of reclassification.
On the basis of the acknowledged Im-portance and ends of
reclassifies tion and the data presented, it is possible to stat^
certain conclusions which, it must be emphasized, can assujne
only a tentative character since much collateral material has
been necessarily eliminated by the scope o." this present study.
- 49 -
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These conclusions may "be stated "briefly as follows:
1. The Director of the Division of Civil Service was facec
with a critical situation in 1939. The administration
of the Civil Service Law, prior to his advent into
office, had fallen into disreoute leaving its wounds
amon3 the newspapers and the civil service employees.
To straighten out the "basic adininis tration of the civilj
service law was complicated enoush. Added to this was
j
the need of reclassifying cities and towns already und€
civil service jurisdiction. Needless to say, the at-
mosphere into which the program was plunged was charged
with active opposition.
2. To work out the reclassification plans for municipali-
ties is an impossible task to be managed completely
by the Division of Civil Service. Basically, the Divi-
sion lacks a sufficient staff of trained personnel
workers in order that the Job may be done thoroughly,
efficiently, and as quickly as possible. This in-
sufficiency has been partially met by the Division's
working with municipal committees or reclassification
plans,
3. The Division has utilized the committees mentioned
above not only to accomplish personnel work but also
to aid in lessening the hostility which is evident on
the part of municipal civil service employees toward
the Division. The results of thi^ method of securing
cooperation are not yet to be seen. Its success de-
pends greatly upon the inter-relationships of person-
alities and the gradual re-education of the Division's
clients on the subject of the spirit of the civil
service law.
4. The blame for the presence of this friction must be
shared. Municipalities are not completely at fault.
Some of their just demands for exception to the rules
have been thrust aside in blind adherence to the letter
of the law. When the Division has been justified in
upholding its decisions, the reasons why reversals can-
not be made have been explained in an unconvincing
manner, and only too often with the attitude of "take
it or leave it; but you'll be forced to take it any-
way .
r
4
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The above difficulties and problems seem to stem from
a totally diverse mode of reasoning on the matter of
authority. The State and its administrative agencies
consider the cities and towns as creatures of the State
to which the State grants certain rights and privileges
The municipalities regard the State as existing because
of them and to whom they have delegated. powers which
originally belonged tj them.
The clash which results from these two opposed
theories is seen to advantage in this matter of re-
classification. The towns and cities resent the fact
that the State in the person of the Division of Civil
Service tells them what they can and cannot do in their
own communities I We do not know whether the Division
has considered this angle or not. If it has, then it
has not taken steps to remedy the situation as far as
it is able. If the Division has overlooked this point,
then, we believe that it has failed to realize what we
consider to be the radical problem in this matter of
reconciling differences.
We grant that it is a tremendous obstacle to over-
come and one that cannot be hurdled or sidestepped.
But until an agreement is reached between the two fac-
tions, the full function of the Division of Civil
Service cannot be realized.
e
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Appendix A-I
Chapter 320
An Act to improve the Civil Service of the Commonwealth and th(
cities thereof.
Be it enacted, etc., as follows:
Sect. 1. The governor shall with the advice and consent of
the council appoint three persons to be civil service com-
missioners, who shall serve, one until the expiration of three
years, one until the expriation of two years, and one until th€
expiration of one year, from the first day of July in the year
eighteen hundred and eighty -four, and until their respective
successors are appointed and qualified; and in the year
eighteen hundred and eighty-five and in every year thereafter,
the governor shall, in May or June, in like manner appoint one
person to serve as such commissioner for three years from the
first Monday in the July then next ensuing, and until his
successor is appointed and qualified. Any vacancy in the of-
fice of commissioner shall be filled for the unexpired term by
appointment as above provided. All appointments, both original
and to fill vacancies, shall be so made that not more than two
commissioners shall, at the time of any appointment, be members
of the same political partv. The governor may also, with the
advice and consent of the council, remove any commissioner.
Each commissioner shall be paid five dollars for each day's
service, and his travelling and other necessary expenses in
the discharge of his official duty.
Sect. 2. The said commissioners shall prepare rules not in-
consistent with existing lav.'s or with the provisions of this
act, and adapted to carry out the purposes thereof, for the
selection of persons to fill offices in the government of the
Commonwealth and of the several cities thereof, which are re-
quired to be filled by appointment and for the selection of
persons to be employed as laborers or otherwise in the service
of the Commonwealth and of the several cities thereof. All
rules so prepared shall be subject to the approval of the
governor and council, and they may, with like approval, be
from time to time altered or rescinded. The said commissioners
shall supervise the adninistration of the rules so established;
they shall from time to time suggest to the general court such
legislation as may seem to them to be desirable for the ef-
ficient carrying out of the principles of this act, and for
the improvement of the civil service; and they shall, on or
before the tenth day of January in every year, report to the
general court their doings during the preceding year, including
any rules adopted under the provisions of this section.
c
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APPENDIX A - II
[Chap. 498]
An Act further defining the powers and duties of the
director of civil service and the civil service com-
MISSION.
Whereas, The deferred operation of this act would tend
to defeat its purpose, therefore it is hereby declared to be
an emergency law, necessary for the immediate preserva-
tion of the public convenience.
Be it enacted, etc., as follows:
Section 1. Said chapter thirty-one is hereby further
amended by striking out section three, as most recently
amended by section twelve of said chapter two hundred
and thirty-eight, and inserting in place thereof the fol-
lowing: — Section 3. The commission shall, subject to the
approval of the governor and council, from time to time
make rules and regulations which shall regulate the selec-
tion of persons to fill appointive positions in the govern-
ment of the commonwealth, the cities thereof, and any such
towns as have been placed under its jurisdiction by any act
of the general court or by accepting provisions of this chap-
ter or corresponding provisions of earlier laws, and except
as otherwise provided in section forty-seven, the selection
of persons to be employed as laborers or otherwise in the
service of the commonwealth and said cities and towns.
Such rules shall be of general or limited application, shall be
consistent with law, and shall include provisions for the
following : —
(a) The classification of the positions and employments
to be filled in the cities and towns of the commonwealth
subject to the provisions of this chapter;
(6) Open competitive and other examinations to test the
practical fitness of applicants;
(c) The selection of persons for public positions and em-
ployments in accordance with the results of such examina-
tions, or in the order of application, or otherwise;
(d) Promotions, if practicable, on the basis of ascertained
merit in the examination and seniority of service;
(e) A period of probation before an appointment or em-
ployment is made permanent;
(/) Preference to veterans in appointment and promo-
tion, not inconsistent with this chapter;
{g) Preference to blind persons in the employment, by
any state department, board or commission in the office or
ofiices of which dictating machines are used, of typists to
take dictation solely from such machines;
Qi) Transfers within departments, interdepartmental
transfers, and transfers from one classification to another,
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APPENDIX A - III
[Chap. 190]
An Act providing for the establishment of civil
service classes and grades.
Be it enacted, etc., as follows:
Section three of chapter thirty-one of the General Laws,
as most recently amended by section one of chapter four
hundred and ninety-eight of the acts of nineteen hundred and
thirty-nine, is hereby further amended by striking out clause
(a) and inserting in place thereof the following clause: (a)
The estabhshment of civil service classes and grades;
Approved April 2S, 191^1.
c
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APPENDIX B - I
••^lease read the instructions before entering your answers.
THE COmOlNlWEALTH OF MASSACHUSETTS
DIVISION OF CIVIL SERVICE
CLASSIFICATION QUESTIONNAIRE
(Give exact location)
5, Payroll title
position
•
7. '-^'enure: If your job is part time, seasonal, intermittent, for
8. -^escribe below in detail the work you do, '^se your own words
and make your description so clear that any one reading it can
understand exactly what you do. -c-ither by using hours, days or
fractions, or percentages show how your whole working time is
used, ''ill in and attach additional sheets if necessary to re-
cord all duties performed.
TIME mm.
*
c
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9. -L-ist enj equipment operated or used by you in doing your
( i^o not write above this line)
10. Give name and ti*'le of person (or persons) who is your
immediate supervisor
11. ^"ho checks or reviews your work, and what is the nature of
such check?
12. "^ive the names of any emplo]Jiees who v'ork under your
supervision
13. ^ow long have your duties and responsibilities been
substantially as above described ?
certify that t have read the instructions, tht the
entries made above are my own and to the best of my knowledge
are accurate and complete.
(Employee)
{ To be filled in by the immediate
supervision)
14, "^re the above state*y^e_jts of the employee accurate and
complete ? Indicate any inaccuracies or incomplete items.
15, Give your idea of the essential nature of the work and
resionsibilities of the position and the attention and
supervision it requires.
c
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I
16 Does the position require any typing or stenography,
If answer is "Yes" fill out the following:
(Yes or No)
Typing
Stenography
Incidental or Important ^of Time Standard Commerr
Spent in»*iork ci&l course essential
Date Signed
(Certification of "^mmodiate Supervisoib)
To he filled in oy the Cepartment ^ead
17 Comment on the aoove statements of the employes and the
supervisor. Indicate any inaccuracies.
Date Signed
(Certification of Department Head)
Form ^^o. 59A-5m( a) -3-44-13992
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MASSACHUSETTS DIVISION OF CIVIL SERVICE
Instructions and Suggestions for billing out Classification
Q,uestionnaire
WHAT THE CLASSIFICATION SURYFY IS
This survey is being made in order to exsmine the
duties and responsibilities of positions in the city (or town)
service and to effect a clasificetion plan in accordance with this
requirements of the Civil Service Baw {G.L. 31,s.EA (b). 'i'he
classification plan will consist of the grouping together of all
positions which have the same, or nearly the same, duties and
responsibilities, and v/hich require like abilities and skills
for successful performance.
tt is believed that you are the best person to pre-
sent complete information about your own job, and that you
should know the exact duties you are performing and responsi-
bilities which you have, ^or this reasoh you are being asked to
fill in the questionnaire form accompanying this, instruction
sheet. Great care should be used in doing this so that a clear
and complete understanding of your job can be obtained, •'•he
Statements you make are not to be changed by your supervisor.
Remember that the questions asked are about your job
and not about you as an individual, •'•his survey is not concerned m
wirith how well qualified you are. '^he i^infl of work you do, the
responsibilities of your position, and the relationship of your
work to that of others, are the tningi^ desired.
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i^lease do not present the words of others in filling ou
the questionnaire even though the work involved is the same as
that of another person, ^'our ovra statement of your work is
wanted- not the ideas of others about your own work.
Suggestions for i'illing out the Questionnaire
ii^ead over instructions carefully. Read over all
questions and write answers on a work sheet before you have
your questionnaire typed, ^ou may type your own if you care to;
otherwise have someone type it for you. -"^ead it over care-
fully before you sign it.
Item 1 sure to give your last name first and middle
.name, l^OT just initials.
Item 2 The place where you work should be indicated by
room number and building, or by street address if
you do not work in a municipal building. If you
w6rk out of doors on general projects, give the
district and location where you customarily work.
Item 3 'ihe entry here should be the department, such as
Police Department, or -c'ublic 'Works Department.
Item 4 Indicate here the departmental sub-division-
bureau, division, and section or unit.
Item 5 Place here the title of your position as it
appears on the payroll.
Item 6 Place here the name which you and your fellows us
for your job (if different from the official titl
3
e.)
Ltern "
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Item 7 Your work may be for only tv/o hours a day, for
three days a week, ^r you may have been appointed
for only six months and then your work will end.
Ol? you may be on call and v/ork only when needed.
If your work is irregular in any way, explain and
if possible give reason.
Item 8 This is one of the most important questions on the
for^. Tell in detail just exactly what you do.
Each different kind of work should be carefully
explained, '^tate the task which you consider most
important first, followed by the less important
work. If your work varies ver^'' much from season
to season or at specific times, duties should be
grouped together according to such periods. Make
your description so clear that anyone who reads
your answer, even if he knows nothing about your
job, will vinderstanfl exactly what you do.
Item 9 list here any equipment, machinery, tools, office
equipment ot other devices you use or operate in
connection with your work.
Item 10 "^ive the name and title of your immediate super-
visor, the person to whom you look for orders, ad-
vice, decisions, '•f you have more than one super-
visor, explain.
Item 11 ^oes anyone check or review your work? If so,
give their names. If you have a larger group,
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tell who they are. "^s it a mathematicel check, an
inspection of quality, e review of your judgment or
v/hat?
Item 12 if you have only a few persons under you, give
their names, -'f you have a larger group, ^ive an
answer such as "all employees in Blank Division;
three clerks, one stenographer, and one office
boy".
INSTRUCTIQlNlS TO THE SUPERVISOR
The immediate supervisor, foreman, or boss, should
fill out items 14. 15, and 16, on the questionnaire forms of
only those employees over whom he exercises direct supervision.
In all instances, the department head should look
over both the employees* and supervisors* statements and indi-
cate under item 17 any inaccuracies found. J-f there is any sub-
stantial disagreement of opinion between the employee and the
supervisor, or between the supervisor and the department head,
that "act shold be noted so that a special analysis of the
position can be made,
i^either the supervisor nor the department head should
make any alteration or change in the statements made by a sub-
ordinate.
In the event there is a regular position in the de-
partment which is temporarily vacant, or the incumbent is not
available to make out a questionnaire, the supervisor or depart
ment hoad ahould make aii'migemen l ti} Lo supply a form I'ur Lhal
t
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position, made out as accurately as possible, '-^he
nature of the situation and. the fact t^at an incumbent
did not fill out the questionnaire should be clearly-
indicated and upon the employee! s return, he should
fill out and submit a questionnaire for the positioiji.
TO THE DEPimTMENT HEAD
Do not attemot to change the employee's statement or
to influence his answers. *^ead them through and them give ^^our
opinion of their accuracy and completeness. Is it good descrip-
tion of the position, or has he neglected to give a full picture
of his duties and responsibilities, has he overstated them; has
he put emphasis on the wrong points • *^ive either a general
evaluation of the statements or refer to specific items.
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APPENDIX B - II
THE COMMOWEALTH OF I/IASSACHUSETTS
Division of Civil Service
State House, J^oston
CLASSIFICATION SURVEY
Memorandum *^ccompan:/inK Position-Classification Q,uestionnsire
1'he Division of ^ivil Service is undertaking a survey
to establish a position classification ;^ian foi* eertain civil
service positions in departments in cities and towns.
The survey will he based largely on information obtain-
ed through the accompanying questionnaire, "'•he information will
be used in determining (1) what grades of positions are in the
department, (2) how the grades should be defined in relation to
each other, and (3) in what grade each poaition belongs.
This survey is not concerned with the evaluation of
efficiency on the jo^, and the questionnaires will not be used
for that purpose.
For maximum usefulness the description of duties and
responsibilities should be prepared independently in your ovm
words. Organize it carefully with related duties together in
paragraphs arranged in order of importance and regularity of
duties. Include temporary duties and responsibilities, indicat-
ing that they are temporary, not include du ties you have not
^ad in the last six months unless they are annually recurring
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duties. Grive your best estimate of the percentage of time de-
voted to each duty or group of related duties. Do not slight any
part of your description Just because certain features seem to
be covered by the check list. The check list is not an adequate
substitute for your own description.
Do not use indefinite expressions like "I assist" or
"I handle" or "I prepare" without more definite explanation of
what your work is or how it is done, not describe the work of
your unit without identifying your ovm part in it. IlJsofar as
possible without sacrificing clarity and completeness as to the
nature of your duties and responsibilities, avoid going into
details as to procedures
'•'•"he space provided will suffice for most positions ii
the description is carefull;/ v/ritten and typed with single spac-
ing. -T-owever, do not hesitate to write more if you wish, on an
additional sheet,
Ulysses J. Lupien
Director of Civil Service
c
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APPENDIX B - III
THE COMfvlOKPA^EALTH OF IvIASSACHUSETTS
DIVISION OF CIV^L SERVICE
STATE HOUSE, BOSTON
POSITION*C.LASSIFICATION Q.UESTIONNAIRE
1. ^ame 2. ^^alary | per annuq,
3. I'itle 4. Payroll title
5. iiOcation of position
(City or to^vna) (Department)
(Division or ^ureaui (Sub-division if any)
6. Mame and t tie of inmiediate superior ^
7. Names and titles of employees re^^ularly supervised (if more
than ten, indicate names of principal subordinate and number of
others). Describe the nature of supervision under Description
and ^Responsibilities. (Do not say that you have direction ot
supervision of others unless you actually have authority to
assign or direct their work, to give them orders, to tell them
what tasks to do and in v/hat order, and usuall3r to discipline
them in at least minor matters, -^nspedting, checking, or proof-
reading the work of others or answering their questions or
making suggestions which they may or may not follow, does not
constitute supervision or direction)
.
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Are the employee's statements substantially correct?
Comments and corrections (notice items 6 and 7, as v/ell as 8
and 9)
Signature of immediate superior Title -^ate
Signature of department head or i>ate
designated representative
8. Employee s description of Duties and Responsibilities
IMPORTANT: Description (Attach additional sheet if space
is insufficient)
State percentage of time spent on different
duties.
DUTIES TIME(%)
f
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0. State any other miscellaneous duties:
Except where otherwise specified, i have been per-
forming the above duties since.
Month Year
and up to
the present time.
Date Signature of i^mployeed
€C
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APPENDIX B - IV
THE COIMOMEALTH OF MASSACHUSETTS
DIVISION OE CIVIL SERVICE
STATE,HOUSE, BOSTON
POSITION- CLASSIFICATION qUESTIONI\lAIRE
1. Name 2, ^alary $ per anniim
3. Title .4. •t'avroll title
5. Location of Position
(City or ^omii ( Department )
Sub-division if anyDivision or "^ureau
6. ame and title of i'mediat.e superior
7. "^^ames end titles of employees regularly supervised, ^es-
cribe nature of supervision under Description of J-'uties and
•^Responsibilities.
TO BE ANSWERED BY SUPERIORS
Are the employee's statements substantially correct?
Comments and corrections! Notice items 6 and 7, as well as 8 and
9.)
Signature of immediate superior Titii" ^t^ate
c
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Signature of department head or ate
delegated representative.
8. Employee's description of i'uties and Responsibilities
IMPORTANT: ^escription(A.ttach additional sheet if space is
insufficient.) State percent ais:e of time spent on
different duties.
Duties Time ifo)
9. Indicate approximate percentage of time spent on the follow-
ing; ( if any)
:
Typing_
Dictation and transcription^
Filing
_3ookkeeping^
_Ledger recording^
_Making out payrolls.
Operation of machines:
Comptometer
Adding machine
Mineograph
Multigraph
Multilith
Graphotype
Addressograph
International Business Machines
Microphotograph
State any other miscellaneous duties:
Except where othervvise stated, ^ have been performing the abov^
duties since
Month
and up to the present time.
ear
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Date Sia:nature of Employee
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APPENDIX
[Chap. 228.]
An Act to provide for the classification of certain position^, tmTHE COMMONWEALTH AND TO REGULATE PROMOTION THeS
'
Be it emded, etc., as follows:
ie if enacted, etc., as follows:
Section 1. Any street railway company, with the approval of the
public service commission, may acquire, own and operate for the trans-
portation of passengers or freight motor vehicles not running upon rails or
tracks.
Section 2. Every person, firm or corporation, including street railway
companies, operating any such motor vehicle upon any public street or
way for the carriage of passengers for hire in such a manner as to afford a
means of transportation similar to that afforded by a street railway, by
-t < <• -
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APPENDIX - V
General Acts, 1918. 151
shall be classified by the supervisor of administration, subject to the approval
of the governor and council, in services, groups and grades according to the
duties pertaining to each oflfice or position. Such classification shall be
established by specifications defuiing for each grade the titles, duties and
responsibilities, and mininnnn qualifications for entrance and promotion.
The titles so designated shall be the official title of positions included
therein, and shall be set forth on all pay rolls. The term "group" as used
in this act and in said classification shall be construed to include positions
in a separate profession, vocation, occupation or trade involving a dis-
tinctive line of work which requires special education, training or experience.
The term "grade" shall be construed to mean a subdivision of a group, and
to include all positions with substantially identical authority, duties and
responsibility as distinct from all other grades in that group. The term
"advancement" shall be construed to mean an increase from one salary
rate to another salary rate within a grade. The term " promotion" shall be
construed to mean a change from the duties of one grade to the duties of a
higher grade, and shall involve a change in salary to the rates of the higher
grade.
Section 2. The supervisor of administration shall have authority to
make rules and regulations, subject to the approval of the governor and
council, providing for the application and administration of the classifica-
tion and the specifications established under the provisions of this act.
Section 3. No salary attached to an office or position classified in
accordance with the provisions of this act shall be increased by a depart-
ment head unless an appropriation sufficient to cover such increase has
been granted by the general court in pursuance of a specific recommenda-
tion in the estimates filed as required by law. No increase in salary gi-anted
in accordance with chapter two of the General Acts of nineteen hundred
and sixteen shall take effect prior to June first of the year when it is ap-
proved as therein provided.
Section 4. Incumbents of positions classified in accordance with the
provisions of this act shall perform, so far as is practicable, the duties pre-
scribed for the respective grades, but nothing in this act shall be construed
to limit or restrict administrative authorities in exercising supervision of,
or control over, or in assigning related, incidental or emergency duties to,
their employees.
Section 5. For the purposes of the classification authorized by this act
the words laborers, workmen and mechanics shall have the same meaning
as in chapter four hundred and ninety-four of the acts of nineteen hmidred
and eleven, and the amendments thereof, and nothing contained herein
shall be construed as placing employees of the commonwealth outside the
civil service laws, rules and regulations, nor shall the classification afore-
said take precedence over any rulings of the board of boiler rules, of the
boiler inspection department of the district police, or of the state examiners
of electricians at present in force, regarding the construction, care and
operation of boilers, engines and other apparatus which may be under the
charge of such laborers, workmen and mechanics.
Section 6. This act shall not effect a reduction in any salary rate,
including the increase allowed under chapter three himdred and twenty-
three of the General Acts of nineteen hundred and seventeen, paid as of the
first day of January in the year nineteen hundred and eighteen, and any
152 General Acts, 1918.
present employee mentioned in chapter five hundred and fifty-four of the
acts of nineteen hundred and fourteen, who was in the service under said
chapter prior to July first, nineteen himdred and seventeen, and who did
not receive the benefits provided by said chapter three hundred and twenty-
three, shall be entitled to the said benefits, and such salary rate shall obtain
until advancement or promotion is warranted by the terms of the classifica-
tion and by law. Any employee of the commonwealth objecting to any
provision of the classification afl^ecting his position may appeal in writing
to the supervisor of administration, and shall be entitled to a hearing upon
such appeal. The supervisor shall report with such recommendations as he
may deem expedient to the governor and council.
Section 7. This act shall not be construed as affecting the application
or operation of sections twenty and twenty-one of chapter five hundred and
fourteen of tlie acts of nineteen hundred and nine, of chapter four hundred
and ninety-four of the acts of nineteen hundred and eleven, of chapter
five hundred and twenty-eight of the acts of nineteen hundred and twelve,
of chapters six himdred and six hundred and eighty-eight of the acts of
nineteen hundred and fourteen, of chapters two hundi'ed and fifty-nine and
two himdred and eighty-eight of the General Acts of nineteen hundred and
fifteen, or of acts in amendment thereof. [Approved May 27, 1918.
[Chap. 229.]
An Act to provide for the maintenance of the infirmary of the
county of barnstable.
Be it enacted, etc., as follows:
Section 1. The trustees of the county of Barnstable infirmary, estab-
lished under chapter one hundred and fifty-three of the General Acts of
nineteen hundred and fifteen, as amended by chapter one hundred and
thirty-two of the General Acts of nineteen hundred and eighteen, shall pro-
vide for the care, maintenance, repair and other expenses of upkeep of said
infirmary and for the support of the patients. For these purposes the
county commissioners of the county of Barnstable shall include in the
annual estimates required by section twenty-seven of chapter twenty-one
of the Revised Laws, as affected by chapter four hundred and forty-seven of
the acts of nineteen hundred and eleven, the estimate of said trustees of the
amount required for said purposes for the ensuing year, and the trustees
may ex^pend for said purposes such sums as the general court may authorize
in the annual appropriation for county expenses. The treasurer of said
county, on the requisition of said trustees, shall pay over to them for the
purposes above mentioned the sums so appropriated, and the same may be
disbursed therefor under their direction. In January of each year the
county commissioners shall apportion and assess the cost incurred for the
previous year for the care, maintenance, repair and other expenses of up-
keep of the said infirmary, as determined by said trustees, but not including
the cost of the support of patients, upon the several towns in the county,
in accordance with the valuation Used in assessing the county taxes, and
may also determine the time at which such assessments shall be paid. The
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APPENDIX B - VI
COMPiIISSION ON ADMINISTRATION AND FINANCE * Commonwealth
of Massachusetts
Instruction to Employes and Officers for Filling
Out Employment Questionnaires
Instructions for Employes : Read the questionnaire through
carefully before you begin to answer. Then go back and prepare
your answers to questions 1 to 34 inclusive. Follow the instruc-
tions in the next section of this circular as to the different
questions. First v.rrite your answers on a separate sheet. Then
compare them with the questions and when you are sure that jo\x
have completely and correctly replied to what has been asked,
copy the answers neatly into the spaces provided.
Write sll your answers on the questionnaire in INK, or bettei*
still, typewrite them, or have your office typewrite them for
you. Be careful not to spoil the questionnaire. Do not fold or
crease it. If you are in doubt about any question ask your
immediate superior or the person in your department v;ho has been
given charge of handling of the questionnaires, -o-e will give
you all the needed help.
Please complete the questionnaire promptly and turn it in tcj
the person in charge within S4 hours of the time it reaches you.
How to Answer the Q.uestions ; The proper answers to be filled '1
Ln the different blanks will be clear in most cases from the
luoatlono. In oomo CGses, however, the follov/ing additional —
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explanations will be helpful:
Question 1. Enter the name by v/hich the job you are filling
is ordinarily known, even though it is not the same as the pay-
roll title, i'or example, a person in a position classified as
Senior Clerk might be called, about the office, s i^edger Clerk,
or Information Clerk, or E,itry Clerk.
Question E: Give th^. city or village in which you work, or
that you use as your headquarters if your work is outside, to-
gether with the building or institution and room number or name.
Enter your telephone number, and extension, if any, at which you
can be reached.
Questions 3 and 4. Give the name and title of the person who
assigns your work and has detailed supervision over it or is di-
rectly respiisible for it. This is the person from whom you ordin
arily receive instructions and to whom you report. This -question
refers to the employe that is the lowest in the line of author-
ity over yoy, not to the head of the division, bureau, or departjf
ment unlesr Yon ordinarily receive all instructions from hime
and repoBt directly to hime alone.
Question 5. This is the most important part of the question-
naire, ^ake your answer so clear and full that anyone reading
your description \Yill obtain a complete understanding of the
work that you do. Think what you work at in the course of a day
a week, and a month, -^escribe, first, the duties that take up
most of your time. Then in a separate paragraph describe your
second most important kind of work, and so on, until you come to
(i
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enter the special duties that you deal with only occasionally.
General expressions, such as "painting work" are not enough.
Tell the kind of painting, the things you paint, where and under
what conditions, etc. Similarly, in describing office work, give
the kinds and purposes of the records you keep or work on, and
explain your routine clerical duties plainly, ^uch expressions
as filing, typing, posting, etc., are of little value.
l^ the column at the left indicate as nearly as you can es-
timate, the distribution of your time among the various tasks.
That is
,
opposite each paragraph describing the kinds of work
you do, make an entry to show feo show what part of your total
time that 'kind of work consumes. ¥fou may prefer to do this in ;,.,rr
percentage and to enter the figures such as 75%, 12^, 2/^, 1%,
etc. Or you may prefer to give the information by using fraction!!
such as f . 1/50. l/lOO. etc. Or, you may prefer to give the
approximate number of hours per v/eek such as 30hrs., 5 hrs., Ihr.,
fhr., etc.. Use whatever method you prefer.
Question 6. Do not say you are responsible for supervising
others unless oyu actually have authority to assign or direct
their work. The mere inspection, checking, and proof reading of
the work of others does not in itself involve such authority.
Question 7. Explain just what your supervision amounts to.
Do you give out work, merely maintain order, train and instruct,
or what?
Question 8. ^ive your regular rate of pay, not counting
extras or deductions, and indicate by a check mark in the appro-
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riate square, the period to wiiich such rate applies, as hour,
day, etc.
.
Question 9. This question does not refer to reimbursment for
expenses incurred on official business such as car far, or tra-
veling expenses, or to materials or supplies consumed in thm
work that you are doing. It applies to such personal items as
board, lodging, laundry, and uniforms or other items for which
you would have to pay yourself if they were not furniethed you.
Give your best estimate of what they would cost you altogether i."^
a year if you had to pay for them yourself.
Question 10. State w^hether you are paid for time worked in
excess of the regular workinf hours specified in answer to
questions 13 to 16 inclusive, and give the rate per hour at
which you are so paid for such overtime.
Question 11. This question asks whether you hold any other
public position, and if so, what it is and the amount of pay you
get for it. Give the details calles ffl>r.
Question 12. This question refers to such cases as that of
an employe reguired to furnish his ov/n uniform or of a carpenter
required to furnish his own tools, specify any such items that
are made necessary by the work, but that are not furnished to
you. Give your best estimate of their cost to you per year.
Question 13 to 16 inclusive. In answering these questions
give the facts as to your regular working tLours, that is, the
amount of time you are expected to put in for the regular rate o:^
pay specified in answer to Qiuestion 8. If you work longer hours
it
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1
such extra time should be given in answer to Question 17,
whether you are paid for it or not, and tiie months during which
you put it in should be shown under Question 18.
Question 19, ^ome employments continue the "Year round"
except for Sundays, holidays, and vacations; others are season-
al such as those for the summer months only ; others are broken
or inlyermittent with periods of a few days or weeks at a time an
periods of unemployment in between; there are other "temporary"
jobs of work of short duration, at the completion of which the
services of the employes will be no longer required. Indicate
in the spaces provided in answer to this question, which kind of
work your position is. In case your position is not a perraanent
or "year round" one, tell about it oy answreing the ap^.ropriate
one of the questions, 80,21, or 22.
Question 23. Be sure to give working days only (12 days if
your vacation is 2 weeks) and b- sure to enter only vacation
with pay.
Question 24. *^ive the length of youF entire employment in
the service, whether it has been broken into two or more periods
or not and even though it covers different positions.
Question 25. State how long you have been performing about
the same duties as you are preforming now in the service,
whether under the same tit lie or different ones.
Question 26. Ckeck one of the first two squares to indicate
ivhether your appointment to your present position was made under
civil service rules or to an exempt position and therefore out-
i
=
1
i
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side of such rules. Check one of the next squares to show
whether the appointment was a permanent irppointment or author-
ized for a temporary period only.
Questions 27, 28, 29, 30, 32, and 33. The information called
for in these questions is, for convenience, desired on this card
although it is, in most cases, on record elsewhere, -^t will take
"but a moment to enter it, however, and it is, of course, impor-
tant that you make your snties accurate and complete.
Question 31. In answer to this question a complete list of
positions held by you in the service prior to your appointment
to your present position, and also before you entered the ser-
vice, is desired. *^ive the positions in tl.e reverse order of dat|,
the latest one first, the one before that next, etc.
Question 34. Do not sign the certificate until you have
checked the answers on the card and are certain that you can
honestly certify to them according to the terms of tr.e certifi-
cate. Only Y:hen fully satisfied that you have made your answers
correct and complete, should you date and sign the certificate.
Information for superior Officers : It is desired that the
questionnaires be filled out bjt the individual employes or at
their dictation or direction, '''hen they should be examined by
both the immediate superiors of the employes and the heads of th^
bureaus or departments, or the designated representatives of the
latter, so that the completed questionnaires may present author-
itative statements from both the point of view of the employe an(.
the supervisory and administrative point of view.
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Please do not make any changes in the answres of tjie employes
or any entries except in the spaces provided for the answers to
Question 35 to 39 inclusive, •c'lease answer questions 35 to 39
very carefully. In answer to Q,uestion 35, state any exceptions t]{iat
you may take to statements of the employe on the card and any
additions necessary to make the information regarding the positiK)n
complete.
In answer to Question 36, give your ovra. opinion as. to the
educational requirements that should be enforced for entrance
to the position, and in answer to Question 3^7 similarly your
ideas as t© t'k^ qmllfi&M'lms tMt ^liS^JiM he required. In these
answers please disregard the education and other qualificatiohs
that the present incumbent may happen to possess, or lack, and
indicate definitely what you think oughjr to be required of a new
appointee if the position should become vacant. The special re-
quirements of the post ions are what is desired, not such general
requiremnets as industry, trusworthiness, etc., unless they appl|^
in a spedial or unusual degree to the position in question.
i
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APPENDIX B - VI
EMPLOYMEOT QUESTIONNAIRE
Name of Employe
Department
^ay roll title
Bureau or division
^eave this
blank
spa 36
BLANKS TO FILLED BY (OR POP) EMPLOYE -- See ^ i r cular
ITitle by which position is
commonly called.
2. -flace of v;o k, give room
and building. Tel Ext.
3. -^^ame of immediate superior 4. *itle of immediate superior
0. description or duties - wnat work do you dov -^^escribe eacla
kind' of work you do in a separate paragraph, ""ist your regular
duties first in the order of importance, ^ive 3^our special or
occasional duties last, ^ake your description as detailed as
ossible so as to give a clear picture of what your position is
n the column at the left, indicate your best estimate of the
distribution of your time among the various tasks either in i-^er
centage or fraction of total time.
^of time

- 81 -
6. Supervisory responsibilities - if responsible for the direc-
tion or supervision of the work of others, indicate the title
and number of employes of each title also, if not more than
ten, give their names, if no employes are supervised write.
Jismol
Mo,' Title ame itle
Supervision exercised- ^^escribe the^nature of the direction
or supervision of the work"'of others, ^^^dicate the titles and
number of employes, '^ay whether it involves assignment of work,
discipline, inspection or review, immediate direction, or what.
8. Rate of pay hour Q month
per
day Lj year |~~]
ao. Paid for overt ime
^es
No
Hate per hour
9. -^ny additional allowances
Q;uarters
Uniforms
Laundry
Light
ffuel
Heat
3 meals per day
2 meals per day
1 meal per day
11. Any other public position held
Yes
I I
What position How much per
No LJ vear?
Cther allowances
^nnual value of all allowance
IE. Any su/plies, or equipment furnisheed at your own expense.
Annual cost.
13. Regular working hours
from to
Ia.m.A.M.
P.M. [P.M.
15. Regular hours
on Saturday
18. During what
months.
14. Minutes for lunch
16. -^"^et regualr
hours on a week
19. Duration of
employment
"^ear round
seasonal
'i-'emporary
Intermittent
17. -Clours Ox over-
time a year (bes
estimate)
20. -'•f seasonal,
during what month^
t
- 8£
21. -If broken how
many days a year do
you work ordinarily"^
22. work is terap-
orary how many drys
a year do you work
ordinarily?
25. orking days of
annuel vacation
with pay.
24. Hov7 many
years in the service
25. ''^ow many years
doing substanti-
ally the same work?
26. i-^ature of appoi
ment
.
Civil Service
Outside C.S.
•i^egueir
Temporary
27. Age in
years
28. Date of
birth,
29.^arried
or
Sinpjle
50, ^-^ow many de-
pendents.
Sl.-^reviou^ positions held.
Title of position i^ept
. or employer i'rom To
'
»-ast salary rate
32 • education
how many years
common school highs chool' college other total
55. description of any special courses, certificates, degrees, et
34.1 certify, on my honor
that the entries in all
the preceding bla/iks on
this card set forth truly,
correct 13/-, amd completely
the information, called
for, to the best of my
knowledge and belief.
^ate Signature of employe
'C .
BLANKS TO 3E FILLED BY SUPERVISORY OFFICERS
35. -^y imffl.ediate supervisor:
Are the statements of the employe correct and complete as to all
facts within your knowledge'** if not, how are they incorrect or
incomplete?
ce
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36. Education tjiat
should be required of a new
appointee indicate by "H"
the least that ought to be
considered and by "D" the
extent desirable.
1^1one
•'^ead &
Write Common '^chool
1 2 3| 4 7 8
12 3 4 12 2 4
College
Other special or technical
37 Q;ualifications that
should be required for
original appointment.
Kind and -i->ength of -^^xperience
^s to personal characterictics.
38 Date Signature of imoiediate
SuT^erior
Title of immediate
superior.
By Department head or his designated representative
39 I certify that I consider the data on this card a fair
statement of act except:
I would also like to add that :
40 Date Signature of head or
-^"^epr 3 sent at ive
Title of heafl or his
representative
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Appendix 3-1
City of Oambrid-se
In City Council,
January 12, 1942.
Ordered:
-
That a committee of three inembers of the City Council
be appointed to investigate and report on adjustments of salaric
of city employees in proportion to the advance in the cost of
living.
Adopted by the affirmative vote of 9 members.
A true copy,
Attest :
-
City Clerk
3
Introduced by Councillor McNamara
Councillors McNamara, Morton and Sullivan appointed
cc
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Appendix G-II
City of Cambridge
In City Council
February 9, 1942.
Whereas :
-
The cost of living has recently increased and it is
recognized that such increase should "be taken into account in
the pay of City Employees, and
Whereas :
It is the belief of the Council that necessary increas^
of pay due to such a change in the cost of living should be
made simultaneously for employees of all departments of the Cit3|
without discrimination, and
W-ereas : -
It is the belief of the Council that such adjustments
should be made oaly after basic rates of pay have been establ-
ished which shall be fair to all employees of the City and with-
out unfair differences betw en persons doing the same class of
work , and
Whereas :
A reclassification of positions commenced by previous
Councils and the Commissioner of Civil Service of the Common-
wealth is approaching completion.
Now therefore, be it
Ordered :-
That the Committee for Adjust^aents of Salaries of City
Employees in Proportion to the Advance in the Cost of Living
3 appointed on January 12, 19^2 be enlarged by the addition of theCity Manager (with the right in him to name an alternate from
time to time) and of a person to be named by the Municipal Em-
ployees Association and of a per.^on to be named by the Cambridge
City Employees Mutual Benefit Association, and be renamed the
"Salary Committee".
c
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Ordered:
-
That said Committee be directed forthwith to study
the followins questions :-
1. Reclassification of positions in the employment of
the City.
2. Establishment of a schedule of fair maximum and
minimum base rates of pay for such positions.
3. Establishment of a schedule of fair rates of ad-
justj-ent made necessary by changes in the cost of
living.'
for the purpose of making recommendations to the Council as to
such of the above matters as are within the jurisdiction of the
Council and to the Citv Manager as to such as are within his
jurisdiction.
Ordered:
That said Committee be directed to report its con-
clusions and recommendations at the earliest possible time
and in no event later than April 27, 1942.
Adopted by the affirmative vote of 8 members
A true copy
Attest:
-
City Clerk
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Appendix C-III
December 27, 19^3.
The Committee on Salaries reports the following:
On January 12, 1942, Councillor Thomas M. McTamara
introduced the following order:
Ordered:
That a comiaittee of three members of the City
Council be appointed to investigate and report
on adjustments of salaries of city employees
in proportion to the advance in the cost of liv-
ing. This order was unanimously adopted and the
following members were appointed: Councillors
McNamara, Sullivan and Morton.
On February 9, 19^2, Mayor John H. Corcoran intro-
duced an order in the City Council enlarging the Commit ttee by
the addition of the City Manager and two representatives of the
Municipal Employees ' Organization. The two men chosen by the
city employees to represent them on this Committee were Anders
T. Anderson and James J. Barry. Mr. Anderson served until late
in 1943 when he joined the United States Army and Martin F,
Nolan was elected to serve in his absence.
The Committee began its work immediately and
established' minimum and maximum rates of pay for each position.
To put this plan into full effect would entail the expenditures
of a large amount of money which were not then available. How-
ever, on July 1, 1942, the first overall increase in salary
was granted to a majority of cit.y employees. On January 1,
1943, the second step was taken and further increments were pai(|.
under this program. On June 1, 19^3, this program was put into
full and complete effect and all employees who had served the
required number of years at their rating were granted maxLmum
rate of pay.
Exclusive of Police, Fire and School Departments, 904
employees were given increases in various amounts. However, 20^
employees have received no increases under this program and we
feel that this merits first consideration.
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Appendix G-III contin.
We, the Committee, do not feel that this program has been
perfected as yet and suggest that this work he carried on during,
the next two years.
Very truly yours,
Chairman.
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APPENDIX C - IV
CITY OF CAMBRIDGE - ' '
POSITION QUESTIONNAIRE
(Form lOlA)
1. Name — 2. Date of Birth
(Last) (First) (Middle) (Month) (Day) (Year)
2a. Date of Naturalization — — ^
3. Date of Entry to Servic Dept
4. Original Civil Servicj Rating
5. Present Payroll Rating —
6. Usual or Working Title of Position
7. Regular daily hours of work: From To Days per week
8. If your job is part time, seasonal, intermittent, for a limited term, or otherwise broken, please explain
9. In the space below, describe your work in detail. Use your own words, describe each of your duties clearly and simply. Account for all of your working
time,— hours, days, or fractions of time. If you do a different kind of work at certain times of the year, describe what it is and how long you spend on it.
If necessary, use additional sheets Form lOlB and attach them to this form to answer questions 9 and 10.
In what form and detail are
Time Work assignments given to you. Who checks this work.
Department
Division or Unit
Present Wage
(To be fdled in by Department Head or Supervisor)
(Does it include maintenance)
(To Be Filled In By Auditor)
Pay Rate
Effective
Pension Classification
Class No
10. List any equipment which you use or operate in doing your work
11. Give name and title of person (or persons) who is your immediate superior —
12. Describe in detail how you tliink the responsibility of your work is divided between you and your superior
13. If you supervise any employees, give their names. If you supervise an entire unit, simply give the name of the unit and th; number of employees supervised
14. How long have your duties and responsibilities been substantially as described here?-
15. What is the natural line of promotion from your position-
Date
-
I certify that I have read the instructions, that the statements made above are my own and to the best of my knowledge are accurate and complete.
Signed —
(To be filled in by the immediate superior or if no immediate superior, by Department Head)
16. Are the foregoing statements of the employee accurate and complete? ( Indicate any inaccuracies or incomplete items)
17. Give your idea of the essential nature of the work and responsibilities of the position and the attention and super-
A'ision it requires .
18. Indicate the qualifications which you think should be required in fiUing a future vacancy in this position. (Keep the
position itself in mind, rather than the qualifications of the individual who now occupies it.)
(A) Education and Special Training: Years and Kind.
(B ) Experience : Years and Kind.
(C) Licenses or certificates required.
(D) What knowledges, abilities, and skills, should incumbent possess ?.
Date Signed
(Immediate Superior)
(To be filled in by the Department Head)
19. Comment on the above statements of the employee and the superior. Indicate any inaccuracies-
Date Signed.
(Department Head)
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APPENDIX C- V

CITY OF CAMBRIDGE
MASSACHUSETTS
EXECUTIVE DEPARTMENT
JOHN B. ATKINSON
CITY MANAGER
Department
Dear Sir:
The following Information Is furnished you with reference to your status
as a city Employee:
You have been re-classlfled under the Civil Service as follows:
Re-classified Min. Max, Yearly
Rating Salary Salary, Increment
Dual Min. Max. Yearly
Rating ^ Salary Salary Increment.
Date of your entry to present rating
Date of entry to your Dual Rating
Our records Indicate the following with reference to your salary:
Salary Jan. i, 1942 :
Salary July 1, 1942
Salary Jan. 1, 1943
As you have served years In your present rating of_
you have earned— Increments and your wage effective June 1, 1943 will be
$ and your maximum Is reached. If you have not reached your maximum,
annually on which Is the date of your present rating you will
receive an Increment of until your maximum which Is
Is reached.
You will receive the pay of
only when actually engaged In that work.
Whatever difference In pay Is due you from June 1, 1943, you will receive shortly
In a lump sum.
REMARKS: Very truly yours.
John B. Atkinson
City Manager
(I
(
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Appendix D-I
Notification of Reclasalf Icatlon
by the Director of Civil service
'
\
December 2, 19A2
'j-eneral Manager
Norwood, --lass.
Dear Sir
:
A tentative classification of civil service eciployeea has
now "been made up under the provisions of 3-. L. 41, s2A(b;. It
is, therefore, suggested that you appoint a committee to con-
sider this classification and to establish salary ranges for
the different ratings. It would be advisable to have as one
of the members of this committee a representative of labor.
The classification of the employees of the Public Welfare
Departmen+ has already been set up under the provisions of
G-. L. 31, s47c,. and a compensation plan has been adopted by the
V/elfare Compensation Board under the provisions of C-. L. 3I,
s47D. A copy of this classification and the compensation plan
has been sent to the Public V/elfare Department of your town.
It will not, therefore, be necessary for the committee appointee,
to consider the classification of positions in this department.
May I hear from you at your earliest convenience.
Very truly yours,
Director of Civil Service
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Appendix D-II
Class 24 Junior Building Custodian
C231
Duties: Under -a^eneral supervision; to have clnar|2;e of a building
with no other employee under him where he will have the re-
1
sponsibility of a Senior Building Custodian or will be employed
under supervision of a senior building custodian. To do ordinar;
routine manual work requiring little special skill in keeping
buildings and their immediate grounds clean and orderly; and do
related work.
Examples: Sweeps, scrubs, mops, polishes furniture and metal
work; washes woodwork, walls, windows and floors; -gathers and
disposes of refuse; handles freight; moves furniture and equip-
ment; attaches and removes screens and awnings; cleans walks;
shovels snow; trains hedges; mows and cares for lawns; fires
and otherwise attends to stoves, furnaces and low pressure steam
boilers; relieves elevator operator; assists on odd jobs of
repairs to structures, equipr.ent and appurtenances; runs errands,
Glass 3 Junior Clerk
o^l
Duties: Under supervision: be3;inners to start in this class:
routine work in receiving, storing, recording, safeguarding and
shipping materials, supplies and equipment; checking, sorting,
filing, etc.
Examples: Check it.ems aaiainst each other: make out and verify
extensions and footings; search files or books or records for
i
I. that which department head added.
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Information; answer telephones; wait on counter and give out
routine information; post and foot simple entries to books of
account or other records; maintain card indexes; open, distribul
and sort mail; address envelopes, etc..
e
i
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Appendix D - III
3^ner.il Mana,crer's Letter to Department Heads
Subject: Civil Service Reclassification
Part of the job undertaken by the Civil Service Reclass-
ification Committee is the approval of the duties and qualifi-
cations for each ratins under which the municipal employees are
classified.
We are submitting to you, the duties and examples for each
rating as they were compiled for us by the Division of Civil
Service, which as near as we can determine, are appreciable
to the employees under your direction.
Will you please review these sheets and make changes which
you feel bring them more in line with our conditions? It is
possible in some cases that the sheets should be rewritten en-
tirely to fill our conditions.
7/hen studying these sheets, consider them in line v.'ith the
jobs which you hire people to fill and the qualifications you
feel should be required of the person v/ho could best fill that
job. Do not consider it from the point of view of the person
who is now filling the job as no change would ever be made which
would affect the employment of an.yone now in the Town's service.
We would appreciate it if you Would return these sheets
to us promptly. Feel free to call on us for discussion if you
so desire.
Yours very truly,
j-eneral Manager
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APPENDIX E - I
J
[Chap. 517]
An Act providing for a reclassification of the offices
AND positions IN THE DIVISION OF UNEMPLOYMENT COM-
PENSATION OF THE DEPARTMENT OF LABOR AND INDUSTRIES.
Whereas, The deferred operation of this act would tend
to defeat its purpose, which is to provide without delay for
the prompt and efficient -administration of the laws relating
to unemployment compensation by feclassification of cer-
tain offices and positions in the division of unemployment
compensation, therefore this act is hereby declared to be an
emergency law, necessary for the immediate preservation
of the public convenience.
Be it enacted, etc., as follows:
Section 1. The director of personnel and standardiza-
tion shall reclassify in accordance with chapter thirty of
the General Laws all offices and positions in the division
of unemployment compensation in the department of labor
and industries, established under chapter twenty-three of
the General Laws, except deputies and assistants referred
to in subsection (a) of section nine I of said chapter twenty-
three, and under chapter one hundred and fifty-one A of
the General Laws.
Section 2. Upon the completion of said reclassification
the director of the division of unemployment compensation,
with the approval of the director of civil service, shall
prepare a list of employees who, upon the effective date of
this act, are in the classified service as defined by the civil
service laws and regulations and are performing duties in
offices and positions affected by the reclassification, and
who have satisfied the director of the division of unemploy-
ment compensation by actual performance of such duties
that they are capable, efficient and qualified to perform the
duties of the offices and positions newly reclassified.
Such list shall contain the name of each such employee,
and a statement as to the employee's qualifications to per-
form the duties of the offices and positions as reclassified;
the length of time during which the employee has per-
formed said duties as reclassified; and the quality of service
rendered to the division of unemployment compensation.
(a) The director of the division of unemployment com-
pensation shall thereupon transmit such list to the director
of civil service together with a request that the employees
now performing duties in offices and positions as reclassified
shall be given the titles of the offices or positions as re-
classified.
(6) The director of civil service on receipt of the list
transmitted under paragraph (a) shall forthwith proceed to
give a qualifying examination to each employee on the list
to determine his qualifications to perform the duties of the
office or position he holds and which has been reclassified.
(c) If said employee qualifies under the foregoing exami-
nation, the director of civil service shall thereupon certify
that the employee is qualified to perform the duties of the
office or position as reclassified. If said employee fails to
qualify under such examination, said director shall trans-
mit to the director of the division of unemployment com-
pensation notice of the results of said examination. Upon
notification by the director of civil service that an employee
is certified to perform the duties of the reclassified office or
position, the director' of the division of unemployment com-
pensation shall transfer or promote such employee to the
office or position as reclassified.
(d) After any reclassified office or position has been filled
in the manner herein provided, any vacancy occurring
thereafter in such office or position shall be filled in accord-
ance with chapter thirty-one of the General Laws and all
rules and regulations of the division of civil service as may
then prevail.
(e) Nothing in this section shall cause to any permanent
employee of the division of unemployment compensation
the loss of any remuneration or any legal rights acquired
under chapters thirty-one and thirty-two of the General
Laws. Approved July 24, 1941.
Chap. 517, page 2.
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Appendix E-II
^
War Manpower Commission
United States Employment Service for Massachusetts
Name
Reclassified title - Principal clerk Salary range il800--|2l60
Previous title - Senior Clerk-Stenographer |1320-^1680
Original entrance on duty date: -
Length of time performing duties of reclassified position :-
Quality of service :-
Qualifications:- Has qualified as civil service employee and
by actual performance of the duties of the
reclassified position has demonstrated her
(his) capacity and ability to perform the
duties of the same.
Duties of reclassified position:- Under general supervision
to plan, arrange, and compute payroll and
to supervise assisting payroll clerks in the
performance of this work. To post individual
salaries to salary record cards; to maintain
personnel payroll cards, rosters, and record
of personnel actions affecting the payroll.
To make adjustments in salary checks where
-
ever necessary. To complete recapitulation
,
and summaries for payroll warrants and dis-
bursements. To perform other related work
as required.-^
1. This is a job specification for the Division of Unemploy-
ment Compensation's own needs. Those which follow were
drawn up by the State and Federal, part of the plan for
specifications in the U.S.S.S., Classification Plan. The
salaries are adjusted to the Massachusetts cost of living
increase.
(
- 97 -
>
Massachusetts
Principal Clerk
|2070-|2A84
Definition of class: Duties under .general supervision to do
clerical work of a high degree of difficulty and responsibility
in a more or less specialized field of administrative processes
or where required to do such work in addition to taking dicta-
tion, in some cases to supervise a few assistants on the de-
tails of such work or a considerahle force of assistants in
routine work; and to perform related work as required.
Minimum qualification:
1. Five years of experience in clerical work of which
two years have been in work of more than ordinary
difficulty and responsibility. Substitution: High
school or equivalent education may be substituted
for the general experience year for year, but not
for the specified two years in clerical work of
more than ordinary difficulty and responsibility.
2. Considerable knowledge of office methods, procedures,
and organization; ability to plan, organize, and
supervise clerical operations; ability to prepare
clear instructions; ability to compile and to write
complex reports; ability to write effective letters.
((
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Junior Clerk and Stenographer
IIIAO-I15OO
Definition of class:- under immediate supervision to take
notes from dictation and transcribe them on the typewriter;
to do miscellaneous typing and routine clerical work of
ordinary difficulty; and to perform related work as required.
Minimum qualifications:- ability to take dictation of ordinary
difficulty at a rate of 80 words a minute, to transcribe the
notes at a rate of 25 words a minute, and to type from plain
copy at a rate of 35 words a minute; ability to spell and
punctuate and to write grammatically; aptitude for clerical
work; ability to follow written and oral instructions.
•
(
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Chief Supervisor of Information, D. E. S.
|3840-|4500 per annum
Definition of Class -duties i - Under adoiinistrative direction,
to supervise the preparation, release, and statewide distribu-
tion of informational materials designed to acquaint employer,
employee, and the general public with the provisions of the
Massachusetts Employment Security Law, and the services rendered
by the Division of Emploj'-ment Security; to plan and direct the
preparation of posters, exhibits, and informational displays
for use at fairs, conventions, or meetings with civic or pro-
fessional organizations; to develop methods of acquainting
workers throughout the state with special training or placement
opportunities; to cooperate with officials of the Division in
arranging for the preparing of radio addresses; and to perform
related work as required.
Minimum qualif icat ions :
-
1. 10 years of experience in office or writing w^ork or
comparable work of which 6 years have been in a
technical capacity in magazine or newspaper work or in
publicity work such as might be involved in a responsible
position with a trade association, labor union, or
comparable organization, where the writing of a variety
of informational material was a major duty.
Substitution : Education in a recognized college or
university may be substituted for the general exper-
ience year for year, but no substitution may be made
for the 6 years of specific training as specified
above.
2. x^bility to prepare a variety of informational materials
including articles, news items, posters, and exhibits,
and radio talks; knowledge of newspaper policies and
practices; knowledge of methods of utilizing publicity
{
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channels; ability to plan and carry out a compre-
) hensive informational program.
To the above job specification the Division of Unemplo3''inent
I
Ooflipenaation and the Division of Employment Security have
added the following:
Duties of reclassified position :
-
Under administrative direction, to supervise the activi-
ties of the Inforaiational Department; to plan the broad phases
of the Informational program such as the type of information
to be disseminated, and the methods to be used, including pressi
releases, radio scripts, or speeches before groups, exhibits
and informational displays at fairs, conventions, and meetings
of civic and professional organizations, in order to acquaint
the employers, employees, and the general public with the
recruitment and placement activities of the Employment Service
and the payment of unemployment compensation benefits to
eligible claimants; to consult and advise department heads
and local office managers on informational policies and pro-
grams; when necessary to prepare press releases, radio scripts,
talks and advertising material, and evaluate the attitude of
the public to the Division of Employment Security through the
^ reactions of the press, radio, and other media; to supervise
employees engaged in such work; and to perform related work
as required.
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